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DEVELOPMENT OP COMMUNICATION SKILLS PROGRAM FOR 
VOCATIONAL STUDENTS 



< introd uction : This was an exemplary project aimed to extend a program designed 
/to help high school students with industrial occupational goals mid achieve 
/ a. ^ 1 jcation skills necessary t o efficien t employmen t ent ry> 



Background : The original developmental plaiming was undertaken by four 

industrial teach^ers, (James Simpson, Gerald Quinn, Andy Espino, and Don Schmdiser), 

two language arts teachers, (No^ma Cameron and Marilyn Schuberg), chairman of 

English (Betty Canon), and the (JirOctor of vocational education (Dr. Alvin K. Pfahl). 

The language arts teachers co^erencod a minimum of four hours in each of^the 

four industrial curriculum areas observing opera.tion of each machine' or piece of 

equipment^ viewing the course content, surveying the occupational publications 

for each field, reviewing the clustei' communication skills as suggested in the state ^ 

guide, and interrogating the occupationally competent industrial instructors about 

the nature of communications processes in th^ respective occupational areas. 

Major essential categories of vocational English were established ao follows: 

1. ^ Reading skills 

2. ' Correspondence skills \ - ■ 

3. Reference skilli^ \ ^ 

4. Technical terminology, symbols,, abbreviations, spelling ^ 
5; Job hunting skills , ^ 

,Eaoh i»ajor category ^was subdivided into specific communication skills. For 
each specific skill multip;iG job sheets were developed to utilize the differentiated 
skills* The language aris persomwl subdivided' the established communication cate- 
gorioo into different iated-Bkills. Job sheets were developed for each differentiated 
\ skill. As -^he language arts t'ettdKers developed jol^ sheets, the vocational instruct era 
Vplugged in" dontent for tljeir respective occupational field. The aim was st o accumulate 
\ minimjm of two hundred useable job sheets useable in each industrial aroa.^ 
\ AccTimulation of a large number df job sheets was necessary for the class to 
. ^come functional fall semester. It was aimed tl^t each job sheet would be, equated 
to\about a fifty minute assignment. Some job sheets were assigned a multiple value. 
Whe^n a student completed: forty-five jobs he received his completed grade and credit 
''for this class. 

^he program operated (1970-71) in a facility where students had aocese to the 
vocational resources of the West Linn School libraries and had access to 
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the occupational uxp^jrtise of the vocational instructora. The student responQo 

oiplinary curriculum devoj^pments. 

The unique features ofythe exercise were* > 

1. Tha idonti^ficatlon of specific job skills for ;^mmunication in the 
delimited industrial ar^as of draftin^j^ mechanics, metals, and 
electronics, 

2. The teaching of the communication skills uoin^ relevant occupational 
content • ^ ' ' / 

3. Hhj brid/iin^ of a ^p between "academic" and vocational to a 
piirposQful oommunioatipns education for gtudenta. 

Thj ori{jinal developmental work was accompliahed by the developmental 
team oprin-r-li^TO. In-3orvicc days prior to school closure wore utilized. The 
teachers volunteered much additional time. ' 

The Funded Exemplary Project ^ 
All the job shoots that existed were revised. Many were extended in con- 
tent. Th^. ori,-inal oxp.;ricnce with them in the classroom evidenced tliat stu^nts 
operated and produced completed assi^.Timents Ach faster than in the traditional 
lan,-iittfre arts classroom. The teachers rough* estimate was approximately 200}'^ 
faster! ' -j 

p.." En/Tlish modules on file at the Northwest Educational Regional Laboratory 
wdr.: reviewed. 3ome ideas wore adapted and incorporated. These were not as 
he-lpful as ©ri/^inally planned. 

Th>j ultimate productivity goal was to reviscj complete, or write two 
hundr.;d job sheets instruct ibnally useable for eacl^of the delimited industrial 
ar;a3. Jomo job sheets could bo used in each instructional a>ea; some were 
limit'.'d to one or several of th|8 areas. 

A total of' 277 , job sheets wore completed and used in the instructional 

pro/Tram. • 
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The specif iod objectives vjore: ^C*^ ^ 
Obj ect ivc ^£1 - Have all existing job sheets reviewed ly respective 
industrial Advisory Committee to ascertain their occupational relevance . 

^jj_^4yie03c.y Conuni**^^ "f ^ach delimited- induat rial area waa convened r-^ 

The vocational^english instructor, Marilyn Schuberg, presented all of the * 
then existing job sheets to the committal for review. Notes pjertaining 



to t)ie meeting are attached in appendix addendum. 

Advisory Committee feedback was very positive for further implemehting 
and revising the progjjam. Vlhat was surprising to the educators involved was 
the difference. - 

Objective it^ - Re-edit the existing job sheets, revising and extending the 
ij^dizstrial content . 

^ fc . ■ 

This was accomplished by the team of heretofore mentioned industrial 

teachers. The language arts teac^iers assisted in editing. 

Objective y^3 - Update and correct biographical materials . 

' This was accomplished by the team of industrial and language arts 

t cache fs. 

ObjoOTAvc rr4 - New job sheets tfill be added . 

Approximately 30^;^ of the total job sheets werp added during this ' 
propoaal. ' ^ 

Objective #5 - Improve the differentiation of language arts categories *^ 

•J J^I, . ' ^ ' 

This was accomplished. ^ 
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I. REAOINQ 




• 


IXX« oriiiGXiiL AlTrU. IUa/iI. 
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3. Pre-Toflt #3 
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D« bKIwiXNli ^ 
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X Po>t-^eat #3 










E. TRAUB NBWbPAPbii 
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7 4. Pre-Teot #4 










P. ORGANIZING WHAT YOU 


HAVE 'RKAl 


D 


V l^^oet-Teat #4 










1. Technical - Prod. 
























2. Instr. for ?xoo. 


> 






















3. Major/lJinor Dete 


ill 


1 










6. Pre-Jroat\#6 










^4. RecoOTizinfi Proi 


• 












Post-Teat #6 










5. Analyzing Prop. 














7. Pre-Teot //T 










II. GENERAL REPERENCE 






PoBt-Teot #7 




















3. Pre-^eot #3 










A. ALPHABKriZINO 














Poat-^Poot #8 










B. GUIUE WORDS 


















C. TABLE OP C^ONTBNTS 














A. 


D. INDEX 
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E. GLOSSARY 
















P. REFERENCE TABLES 
















0. COFTRIGHT 
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VdCATIONAL-ENaLIoIl IlECORD SHEET //2 
AirJO. I-ffiCHANICS 



-V. CORreaJPONDENCE SKILLS 



VI . SKILL - PINDINI 



GETTING A JOB 



Job 
Ghaot 
TTo. 



Type 



Completed 



. Job 
Sheet 
No. 



Type 



ComplGted 



ERIC 



Kxam.- & Eval. 

L itter of Request 



Exam'& Eval. 
Letter of Request 



V/rito 3 Letters 
of RoquoGt 

Letter //I 

, Lu^tter tf2 

Letter //3 



lilxam. & Eval. 
Order Letter 



IVrite 3 Crder Letter^ 
Lotter #1 
Letter - 
L ^ter in 



Writ'fi 3 Claim 
Letters 

Letter #1 

Letter m 

Letter //3 



Ordtjr using a form 
Order 
order #2 
order //3 



□ 



□ 



Job Survey Sheet - 
■ % 



□ 



Job Explorations 



#1 





in 







Work Permit 



LJ 



Social Security 



n 



Letter of Application 



r 



6 Y Application formo 



#1 





#2 




in 





Apprenticeohip Training 



□ 



6 


Exam. & Eval. 
piaim Letter 


u ■ 


7' 


Exam, Claim Lettero 


□ , 



Apprenticeohip Training? 



□ 



9 Pilmp/Gueat Speakero 

□□□□□□□ 



Chapter^ 



Tort ^ 
You and Your Job 



Completed 



10 


Complet e 


a check 


u ■ 


; 11 


Compl'it e 


a money order 


□ 


12 


Jpecific 


aervico ordxjr 


□ 



#1 






#2 






#3 






#4 






#5 












in 







s 



^ . J 



VOCATIONAL-ENGLISH RECORD SHESfT ffi 
DRAFTINQ 



NUMBER 



SKILL J 










5 




— ^'^^'Y- rrFFFi 


I. READING 










III. SPECIAL .DRAFTINQ HEPERENCE " 


















A. OVERWEWINCf I 














A. ALPHABETICAL ORIER 
























B. GUIDE WORDS 










B. PREVIEWING 














C. INDEX 










G. SCANNING PRE-^TEST 




TIME: 


D. SPECIAL REFERENCE 










SCANNING I 














IV. TECHNICAL TERJUNOLOOY = 




o 

Timo: 


















SCANtUNG II 














A. ABBREV^^ONS 




Time:' 






















SCAlffJING III 














1/ Pre-Teot #1 










Timo: 














Po3t-Te3t #1 










oCAflNING P03T-TE3T__ 




TIME: 


2. Pre-Teot #2 






; 




D. ;3KIMI*IING 














Pd3t-Teot f/2 










E. TRADE NEl^JSPAPER 














3. • Pre-Teot #3 










p. ORGANIZING vmAT YOU 


HA 


VE 


READ 


Post-Teot #3 










1. Glaoaification 














4. Pre-Teot #4 










\ 2. RocoCTizing Pro 


). 












Poot-Teat '#4 










3* Anaij^rzinfT 














5* Pre-Teot #5 










a. TRADE J0URNALL3 














Poot-To3t #5 










II. GENERAL REFERENCE 
















A. ALPHABETIZING 
























B GIJID^'] WORDS 
























C. TABLE U? COOTEIfTS 
























D. INDEX 

E. OLOSIiARY 














I 










P. REPEKENCE TABLES 
n. COPfiLEGHT 














J ■■ ^ 






') 
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DRAFTING " - ' 



V. CORRiaUPOinMICE SKILLS 

— J- : - 



VI. SKILL - FINDING & GETTING A JOB 



Job 

Sheet 



Typ..(y 



Complotod- 



Job 
Sheet 
NO. 



Type 



Compl^tted 



Exam. <fe Eval, 
Lett or of request 



■ D 



1' Job Stxrvey Shoot 



VjXnm. & Eval. 
Letter of reqpiest 



□ 



Job Exploraction 
(do three -of these) 



V/rito 3 letters 
of request: . • 

Loiter #1 

Letter . 

Letter #3 



#2 




Work Permit 



□ 



Social Seoxirity 



□ 
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Exam. & Eval. 
QxdoT letter 



□ 



Lottor of ApplloAtion' 



Urito 3 Order 
lottera: 

. Letter #1 

Letter fr'2 

Letter #3 



6 Application Portno 

jlk) three of thooe) 



6 


J 

^ D^cam. & Eval. 
Claim Uettor' 


□ 


7 •• 


Exam, (t I«}val. 
piaim Letter 





ApprontioOffhip Training 




Appronti^iha Training 



Order uain^j an 
Ord«3r Perm 
Order 

Order 

Order //3 



9 

□ 



Pilms/Guoot Speakera # 



Complete a check 



Compl</te a Money Ordej 



□ 



Ii 



' 7 



Chapt or Text 

You and Your Job 



Gomplotod 



#1 



#2 



#3 
#4 



VOCAl'IONAL-ENGLI.JH RfiC 
ELECTtlOrJICS ' 



SKILL 



fRD SHEET in 
.SKILL 



JOB SHEET tJUIfflBR 



I. COHJ^POJffiSNCE 



Job 

Shpet Type Complet 


od 


A A 




lEl-JlNQ I 
















OVERVl^NO II 












1 Exam, k Eval, j 1 
Letter bf Roquuot J \ 






■ ' B.'\ 


1 PREVIEWIira 

1 ' ^ 












— f ' — 

2 Exam. & Eval. 1 1 
Letter of RequoQt 1 1 






SCANNING PRE-JTEST . 




TlhSD: 




r 


SCAiraiNG I 
















3 write i LetterQ oi 
Requoat 

Letter /A 
Letter #2 
Letter #3. 






TIME! 












./ 


SCAinJING II „ 












TIME: 








■ { 




4 >v Exam. Eval. 1 V 
<^ Order LtJtter 1 L 


SCAimiJG III 












TIME: 












-fl _ - _ . . 


■> 5 , Writi), 3 OraoT Letters 

i ■ 

I jttor ,n 

' ■ Luttcr ;n 






SCANNING POST-TEST 




Tl 


:me! 




D. 


SKIHT-UNG • 














E. 


TRADE JOURIIALS 













II. 



iDII* 



/ -2 



10. 



11. 



erJc 



Exam,*& Eval. 
Claim Letter 



□ 



E^am. & Eval. 
Claim Letter 



□ 



Write 3 Claim Lettoro 
Letter #1 
Letter #2. 
Letter //3 



Order iioin^ a form 
Order #1 
Order #2 
Order #3 



Compl'Jte a Check 



Complete a Money Order 



□ 



p. ORGArnZING WHAT YOU HAVE IHiAD 



1. Technioal Proc. 



2.^ Clooa^ication 



3. Cauoe and Effect 
. ^ \ — 



Effoot and Gmuflo 



5.- Major and Minof B^^tailn 



6. / Statement of Paot 



7. Outlining 



B.' Recognising P:'op 



9. Analysing Pro ). 
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VOCATIONAL-ENGLISH RECORD SHEET #2 
.ELECTRONICS 



III. TECHNICAL TERMINOLOGY 



VI* SKILL Ff'NDING & GETTING A JOB 



ABBREV. 



SYMBOLS 



PRE-TEST Jn. 



Job 
Sheet 
No. 



Typo 



Completed 



POST-TEST #1 



PRE-^TEST #2 



POST-TEST #2 



PRE-TEST 



POST-TEST '#3 



PRE-yPEST #4 



POST-TEST #4 



IV. -GENERAL REFERENCE 



V. SPECIAL ELEC. REFERENCE 



A. ALPHABETICAL ORDER 



B. (JUIDE WORTS 



C. TABLE OF CONTENT^I^^- I; 



D. GLOSSARY 

. (11 Job Sheets 
do 1 per week) 



E. 3-PECIAL REFERENCE 



Job Suipvey Sheet 



Job Explorations 
(do three of these) 



#1 



#3 
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JOB SI 


vm 


P NUMBER 




1 


Z 


3' 






; A. - ALPHABETIZING 












B. , GUIDE WORIB ^ 












C. TABLE OF CONTENTS 












D. INDEX 












E. GLOSSARY 












F. REFERENCE TABLES 












0 



3 


Work Permit 




4 


Social Security- 




5 


Letter of Application 




6 


Application Forms 
(Do three of these) 





#1 



//2 



#3 



7 Apprenticeship Training [ j 



8 Apprenticeship Training [ [ 



^ 'Films/Guest Speakers 



Chapter Text 

YOU AND YOUR JOB 



.Compl 




1 


"Job Opportunitiek^^^^^ 




2 


"Pick Your Goal!" 






3 


"Summer Employment" 


□ 




4 ; 


..'.^Selling Your Talents" 


□ 


5 


"Letter of Application" 


□ 


6 


1 

"Application Blank" 


□ 


7 


"Personal Interior" 




8 


"First Day on the Job" 





1 
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VOCATIONAL-ENGLISH RECORD SHEET #1 
\ 0 METAL SHOP 

SOLL' ^ ,. JOB "SHEET NUMBER ' SKILL JOB 


3HRPJT 


Nimi 


3ER 




y 










i, ■ » 

■ \ 

' II. GENERAL REPERENQE 


< 






y 




I. READING - 






/ 




' a; overviewing i -/ 












< 


A. ALPHABETIZING 












•OVERVIEWING II ^ " 














B. GUIDE WORIS ^ ' ' : 












B. PREVIEWING - 














C. TABLE OP CONTENTS 












C. SCANNING PRB-JPEST' 




TIME: 


D. INDE3X 












SCANNING I 














E. GLOSSARY • . 












' , Time: 














P. REFERENCE TABLES " ■ 












SCANNING II 














G. COPYRIGHT ' " , 












Time; 














III.. 'SPECIM,.MET. SH. REFERENCE 




- 


SCANNING III 








> 








A.' ALPHABETIZING ' , 












• Time: 














B. COPYRIGHT 












SCANNING POST-TEST 










c] INDEX' 






s 






D. SKIMMING * 














D. TABLE OP CONTENTS 












E. TRADE NEWSPAPER 




«» 










IV. V TECHNICAL TERMINOLOGY 




P. .ORGANIZING WHAT YOU HAVE READ 


1. Technical Proc. 














A^ ABBREVIATIONS 












2. Classification 














1. Pre-Test #1 












3. Cause/Effect 














Post-Teft:^Pl 












4» Inst, for Proc. 














^. Pre-Test #2 












5» Recognizing Pro 


?• 












Post-Test #2 












6. Analyzing Prop. 














3. Pre-Test #3 












. G. TRADE JOURNALS 














Post-Test #3 


























4. Pre-Test #4 














c 












Post-Test #4 


























5. Pre-Test #5 
























Post-Test #5 
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V. CORRESPONDENCE SKILLS 



VI. SKILL - FINDING AND GETTING A JOB 



Job 
Sheet 
Nc. 



Type 



Completed 



Job 
Shett 
No. 



Typo 



Comploted 



1. Exanv & Eval, 

Letter of Rfecfuest 



2. Exam, & Eval. 

Letter of Recfuest 



□ 



3. Write 3 Letters of 
Request ^ 

tetter #1 

Letter #2 

. Letter #3 



1. 


Job Siirvey Sheet i 




2. . 


Job Exploration 
(Do three of these) 




#1 




#2 


#3 1 




. ^ 3. ' 


Work Permit 




□ 




Social Security 


□ 




Letter of Application 


□ 


6. 


Application Forms 
(Do three of these) 






• 


//2 


#3 




7. 


Apprenticeship Training 


□ 


3. 


Apprenticeship Training 


□ 


9. Filme/Gueat Speakers 

□ q □ □ □ D.'D 


Chap 




Text ■ Completed 
YOU AND YOUR JOB 


#1 








□ 










□ 


#3 








n 


H 










#5 








□ 


#6 








□ 


m 








□ 


#3 








□ 



4v Exam. & Eval. 
Order Letter 



Write 3 Order 
Letturs 



Letter #1 
Letter #2 
Letter #3 



Order using an Order 
Form 

Letter ^\ 
Letter 
Letter #3 



Complete a check 



Complete a money order 



Memo writing 



□ 



□ 



□ 



n 

n 



* Performance Evaluation for 
Grading Pujrposes 

, Voc. English Evaluation 

2nd 9-weekfl ^ " 

* ■ . 

The following evalttation form is based on a reference check used by a 
large company. Pill dt out as thou^ you were writing a reference for 
yourself, bEised on" your performance in :this class* 



Date: 
Name: 



, Write a statement regarding each of ihe following: 
Amount of Work Produced Since, November Evaluation:; 



Quality of Work: 
Attitude: 



Effort 



Honesty & < - 

Vfork Habits ; 

Efficient Use of Time • 

Ability to Concentrate on Job ^ 

Comes Prepared to Work ' 

Attendance: ' 

(Ifumber of days present) 

On the basis of the above infonnation rate yoixrself on the following 
grading scale: A B C D P 

State yovcc reasons for arriving at the above evaluation: 



* Adapted from personnel evaluation for«B obtained from Northwestern Gloss 
Inc., Seattle, Washington 



WORK HABITS Rl'lCDRD SHEIi?r 



c , " 

M T W Th P M T W Th P M T W /Pli P ^W^^^^^^ 

-^^ . , Total 


Attendance 
























( 










In clciss on time 
with ecfuipment 


































Begin ttork immedrately 
work until bell 
































) • 


No disruptive behavior 


































Productivity ^ 


































Return all materials 



































BONUS- PTS. 



Attendance 
























9 










In class on time 
with equipment 


































Boglxi work immediately 
work, until bell 


















d 
















No disruptive behavior 
















r 














■ 




Productivity 


































Return all materials 


























^ 









BONUS PTS. 
TOTAL 



Attendance 


































In class on time 
with equipment 


































Be^^^in v;ork immediate.ly, 
work until bell 


































No disruptive behavior 


































Product ivity 


































Roturh all materials 



































■ A 
B 

C . 



TOTAL POINTS 

266-290 

241-265 
226-240 



Total Points for 9-V#eekD 



BONUS PTS. 
TOTAL 

UDDUCTIONS 



\ 
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EVALUATION , * 

by Marilyn Sohuberg, Vocational English Teachej^ 

Vocational English, as it evclvod from an idea in interdisciplinary 
education to a, semester course in our English elective program, has achieved 
an impressive degree of)^ success for students and teacher alike. Prom the 
point of view of the tocher, I can not help but loolc baclj'to the time when 
I taught a tratditional English program to the vocationally-oriented student, 
who', in spi*e of the best* efforts of both teacher and ourrioultlin, was turned 
off by whatever was offered him. This type of student was impatient at being 
given reading material in which he had no interest, and writing aac/ignments 
for which he could see no immediate purpose; lack of interest invariably 
breeded behavior problems. By i?ontrast, this sameF,«type of student in the 
Vocational English program has responded with enthusijasm to the job sheet 
concept, has eagerly read materials directly connected with iflie vocational 
area of his consuming interest ^ and has worked diligently; behavior problems 
havef become virfrually non-existent. Students vdio previously had ^jxperionced 
only frustrartfion and failure in English were working hard and achieving suc- 
cess; without being preaumptuous, it is fair to state ^hat many students ac- 
quired an improved oetf-image regarding their ability to use their reading 
and writing skills. 

The students ^in Vocational English enjoyed the content material of the' 
reading assignments; they cguld see some purpose in acquirir^g refined read- 
ing skills, and furthermore, they wanted the information contained in the 
assigned material. Also, the short assignment concept upon which the job ^ 
sheet is based was appealing; there was satisfaction in being able to com- 
plete a job sheet, turn it in, start another, and. of t ent imes complete sev- 
eral during a class period. As the instructor, I "tried to give students 
daily feedback by correcting their job sheets and returning them the fol- 
lowing class period. Each student^ worked at his own speed, kept his own ^ 
records, and was remarkably self-motivated. 

My role as the teacher became one of a facilitator of learning. I 
spent each class period moving around the room, assisting students at 
whatever point they needed help. The structure of the class permitted 
a high degree of individualized teaching and^prpduood a positive btudent- 
t eaoher ' re lat ions hip . 

All of the preceding contributed toward making Vocational English a 
worthwhile course, but, in my opinion, the key factor to the success of the 



Evaluation - Mrs. Sohuberg ' Pago 2 

program was the inteiwdisciplina?y approach artd the close working 'relat4pnship 
between this English class and the vocational teachers who co-authorod the job 
sheets. Since the classroom was -located in the shop wing o^^West Linn High 
School^ students were able to move freely between the classroom and their 
shop if .technical qifestions arose which I could not answer, or if materials 
needed to be shared. Because .the communication skills which were being taught 
" and the materials being used l;iad been selected by the vocationatl teachers for 

whom these students have an enormous respect, there was a new value placed 
_ upon the importance of English; skills in reading, writing, correspondence, 
»— ^and reference work becan^ meaningful in a way in which they never had before. 
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Mr. Oorald Quinn, Vocational Mechanics 

1. Content: . ^ 

a. . Subject matter is very relevant to vocational areas. 

b. Student response has been extremely satisfying. 

q. The students' seem to respond towards the idea of moving 
along' at individual rate rather than as a group. 

d. I can see that Vocational English will need constant 
revision and monitoring each year. 

e. The teacher is a very important tool in the subject and 
has to personally be responsive as Mrs. Schuberg has been. 

f. A true evaluation can be reached after about three years of 
exploration and student response. 

g. At 1;his time the subject has indicated that the students 

are ready to accept the changoi and can truly see the subject 
of Englioh when^^it is relevant to the trade or vocation they 
interid to pursme in their field of work. 

2. Summary: 

It is my- personal opinion that the program can be of great value to 
all students oven thpoo not pursuing vocational cotirses. With a yearly 
evaluation and updating this course can become a most rewarding subject 
to the students who participate, and be of great value to the school 
3yi9tem as a whole in the inducement to have students accept English ^aa 
a need rather than being something that is jiuat required. 

The true evaluation I believe can be more firmly assessed by the 
Englioh teacher who teaches the subject, in comparison use of a student 
in the regularly recpiirod English course of the same student. 
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EVALUATION - ' c 

by "Don Schmeiser, Electronics Teacher 

Tho Vocational Enclioh projoct waa a huge undertaking, but the effort, 
1 bolievo, was woll worth it. 

This program lias been great for the student not only in Engiiah .but has 
made tho student more aware 6f his electronics in the electronics "classes.. 

' ' ' % 




2. 



EVALUATION 

by A,G, Espino, Vocational Drafting Teacher 



As society bocomoQ moro complex, tho rolo of Vocational English boocmos 



more enhanc'^d. It is our wish that Vocational English oerveo as. a liaoon , 



Vocational English added to the curriculum gave meaningful experience to 
the students. It supplemented their learned skills in undeirstanding fully the 
specified course. The students communicated more and better, regarding tHeir 
experiences in the world of work. 

The new course further encouraged the students to challenge the world of 
work because of its newness, and its use to integrate the two field media of 
instructions. 

The students did research, since they were curious and at ease with the 
printed words. Their research gave meaningful experiences because they 
understood what they were doing. 



Rocommendat ions ^ 

The'coin^e should be required the whole year, instead of a gemestral 
basis becatiQo of its continuous need. 

The teacher concern should be given an opportunity to work with the 
students in the shop, for a complete and better understanding with technical 
terms applied. 

Adecpiato reference materials should be provided. 



between the public and world of work. 
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EVALUATION 

by Jamos B. Simpson, Vocational Metals Teacher 

- I must drawj conclusions from feedback of students in the shop. 



Pro: 

1. ftelationship to 'actuality. 

2. Job packet typ^ pro^jram. 

3. Prosontatiori of program by Mrs. Schubergi 
4* Use of shop manu^^ls and catalogs to gather iiiformation. 

. 5- Vocational texts Areading skills) . * 

6. Individualized attention. 

7. Job interview training. 

Con: 

1. Not -onough depth for those students enrolled who do well 
in standard academic ESiglish classes. 

2. Need for more periodical literature (up to date). 

3. More realistic movies. 

This pi'oipram as I see it, is very successful. In order to remain Quoc(eaaf\jil 
v;o are going^o have to council more closely and be sure the stu^lenta^ho 
enroll] are those who are definitely vocationally oriented. 
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STUDENT EVALUATION 
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TALLY: 



^^1. What is the name of this course? • Vocational English / 

2. How do you rate this couroe as to ease or difficulty? l ' 

L. * truly a snap, course ^ \ M * L-W^ ^ 

» ' '2. not a gi^eat eVf ort required jj / <J 4 

3.* just about rry level f J - / 12 

.4. kfoeps me^on the ball ; / 7 

'5- usually over rayf^^ead - ' / 1 

3'. Haa thio course been interesting to you? / 

I 1. has been bating / 2 

2. '^ery little interest / " 0 

3. occasionally interesting / " • ^4 

4. as a rule quite interesting / . 3 
^j. ' quite pxcitin*g / 4 

/ • 

4.- Ht'is the course been applicable to your life And interest? 

.j:^ . ^- ■ ' / ■ 

.1. 8GemD>.peraonally directed to '^e / ^ 

2. usually has application I ' ■ " ^ 

3. sometimes appeals to my interests / 4 

4. only occasionally has practical moaning to me 2 
5- almost all no value I * 3 

\). Have you benefited from the course? ^ \ 

1. practically a total loss \ ./ 3 

2. little gain in understanding \ 0 5 

3. ' a fairly useful course \ 4 

4. have learned quite a bit : , \ ' 9 
^j. has ^hanged my wholj^ outlook . ft \ * - " ' 2 

6. Is the instmictor ^apable in making things understandable? 

1. can make, anything understandable \ 4 

2. quite good at 'explaining difficult concepts \ 10 

3. usually makes points fairly clear' ^ \ 8 

4. frequently is not claar \ \ - 0 
^j. vovy vague and confusing \ 1 

7. How do you feel about the instructor's attitude toward students 
and teaching? * / \ 

1. treats students as necossarjr evils \ 1 

2. not much interest in students , '3 

3. rather impersonal 0 

4. usually cooporativo 5 
i). shows he really wants to help students 14 

8. Dogs the class session and course Organization show evidence of 
stiff icient preparation by the instructor? 

1. VQxy well planned and carried out 9, 

2. uD-eq time qui'to w^ll 3 

3. fairly well pfppared • ' 9 

4. not too well prepared , . 2 

5. mostly spur-of-the-moment organization * 0 
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student 



Evaluation (oon't.) 



9- How much effort did you as a student exert in this course 



1. 

o 

3.' 
4. 
5- 



none at all 
a little now and then 
busy about half the time 
busy most of the time 
more than ever before 



READING SKILLS - Auto M§ch. 
OVERVIEWING I «. 



Job Sh««t # 1 



OBJEOTIVE ; To dwmlop thm skill of ovrvlwlng a technical book. 

Ovarvlavlng la a quick and afflclant way to gat a ganaral Idaa about 'wt^at 
Is iji a book, a chaptsr, or an article. By oysrvlsvlng you find out what a 
vrltsr Is saying without rsadlng svsry word ha has vrlttan. Thara ara two rea-' 
sons for ovsrvlawli^ ; (1). To axaaina n«w matarlel to find out what It contains, 
and (2). To datsrolne viiethsr a spsdflc book contains Information you want. 

MATERIALS ; Motors Rapalr Manual * 

■ * 

PROCEDURE ; 1. Imaglna you ara looking at this book for the first time and want 
to find out what It contains. ^ 

2. Read 'the title. 

3. Quickly scan: 

(a) . The table of contents 

(b) . The preface or forward 

(c) . The. introduction 

(d) . The pictures, maps, graphs, or tables 

(e) . The appendix 

(f) . The Index 

4. Record your findings below: 

* (a). The title of this book Is ^ 



(b) . Read the Introduction or forward and In your own words state 

the purpose of the book: 

(c) . The Table Of Contents shows that this book, contains 



of sections, broken down Into of chapters. 

no. 

(d). Your overview shows that this book also contains the following: 

Check If applicable 

(1) . Index 

(2) . Appendix 

'(3). Introduction 

(4). Other (LjtstX . ^ 



5. From your overview state the purposes for which you believe this 
book would be useful: 

(1) . 

(2) . 

(3) . . 



READING SKILLS - Auto Hmch. 
OVBRVIEtfING I 



Job Sh««t I 2 

OBJECTIVE ; To d«v«lop th« skill of ovrvltilng a technical book. 



Ovrviawing is a quick and afficiant way to gat a ganaral idaa about What 
is in a book, a chaptar, or an artida. By ovarviiwinR you fii^ out what a 
vritar is saying without raading avary word he has written. There are two rea- 
sons for overviewing ; (1). To exapine new material to find out what it contains , 
and (2). To determine whether a specific book contains information you want. 

. HATERIALS : Motors Flat Rate and Parts Manual 

PROCEDURE ; 1. Imagine you are looking at this book for tha first time and want 
to find out what it contains. 

2. Read the title* 

3. Quickly scan: 

a. Thk^ble of Contents 

b. The Preface or Forward 
^ r. The Introduction 

d. The pictures » maps, graph, or tables 
9. The Appendix 
f . The Index 

'4. Record your findings below: 

a. The title of this book is 



b. Read the introduction or forward 4nd in your own words state 
the purpose of the book; 



? 



The Table of Contents shows that this book contains 
pf sections, broken down^into of chapters. 



no. 



no. 



Your overview sh^s |hat this book i^lso contains the following 

Check if applicable ^ 

(1) . Index 

(2) Appendix 

(3) . Introduction ^_ 

(4) . Other (List) 



From your overview states the purposes for which you believe this 
book would be useful: 

(1) . 

(2) . 

(3) . 



READING SKIIXf^ ^- ^utp 
- OVERVIEWINC I 

Job Sheet if 2 

OBJECTIVE : To develop the skill of overvlewln^ a textbook , 

Overviewlng is a quick and efficient way to get a general idea about what 
i§ in a book, a chapter, or an article. By overviewing you find out what n 
writer is saying without reading every v/ork he has written. There are two. rea- 
sons for overviewing ; (1) To examine new material to find out what it contains, 
and (2) To del:ennine whether a specific book contains information ybu want. 

ItATERIALS ; Grouse, William U. , Automotive Mechanics . 

rROCEDURE: 1. Imagine, you are looking at this book for the first time and want 
to find out what it contains. 

2.0 Read the title. 

3. Quickly scat): 

a. The Table of Contents 

b. The Preface or Forward 

c. - Tlie Introduction 

d. The pictures, maps, graphs, or tables 

e. The Appendix - 

f . Tiie Index ^ 

•J ^ • . 

I' 

^ . ^4. Record youu findings below: 

a. The title of this book is 



b. Read the Introduction or Forv;afd and in lyour own words state 
the purpose of the book: / 

c. The table of Contents shows that this book contains 



no. 

of sections, broken down into ^f chapters. 

d. Your overview shows that this book also contains the following: 

Check If applicable \ 

(1) . Index . I 

(2) . Appendix \ 

(3) . Introduction * ^ 

(4) . Other (List) ' 



5. From your overview state the purposes for which you believe this 
book would be useful: 

(1) . ^ ' 

(2) . 

(3) .. 
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READING SKILLS - Auto Hmch. 
OVERVIEWmC I 

Job ShMt # 4 

OBJECTIVE ; To d«Vttlop thm skill of ovrvlwlng a textbook. 

Ovttrvi«wing is a quick and afflciant way to gat a ganaral idaa about what 
is in a book» chapttr. or an art Ida. By ovarv laving you find out' what a 
writer la saying without raading avary vork ha has writtan. Thara ara two raa* 
sons for ovarviaving; (1). To axamina nav matarial to find out what it contains, 
and (2). To datamina vhathar a spacific book contains inforution you want. 

MATERIALS ; Staphanson, Gaorga E. Povar Machanica. 

PROCEDURE ; 1. laagina you ara looking at this book for tha flrat tlma and want 
to find out what it containa. 

2. Raad tha titla. 

3. Quickly scan; 

a. tha tabla of contants 

b. » tha praf aca or forward 

c. tha introduction 

d. tha picturas, »sps, graphs, or tablaa \/ 
a. tha appandlx 

f. tha indax . 

4. Racord your findings balow; 
a. Tha titla of this book is 



b. Raad tha Introduction or Forward and in your own worda atata 
tha purposa of tha book; 

c. Tha Tabla of Coatants ahowa that this book contains > 



no. 

of sactiona, brokan down into . -of chaptara., 

no. 

d. Your ovarviaw shows that this book contains tha following; 



^ Chack if applicabla 



(1) . Indax 

(2) . Appandlx 

(3) . Introduction 

(4) . Othar (Liat) 



Fron yout ovarviaw atata tha purpoaaa for which you baliave thla 
book would ba usaful; 




READING SKILLS - Anto^ Mooh , 
OVERVIEHING II 

i ' 

^ ' ■ Jot Sheet #1 



OBJECTIVi:: To develop the skill of overviewing a ohq^pter in a texfbook or a 
technical "book. 

Overviewinff: is a quick and efficient way to get a general idea atout what is 
in a "book, a chapter, or an article* By overviewing you find out vzhat a Writer 
is saying without reading evem word he has written. There are two reasons for 
overview ing : (l) To ejfcQjiipe new maH;erial to find out what it contains, and 
(2) To determine whe'jbher a specific chapter contains information which you 
want and need. 



MATERIALS: Stephenson, George E., Power. Machinist t Section IV, "Electrical 
Energy*" 



PROCEDURE: Overview 

1 . Read 

2. Rftad 

3. Read 

4# Look 
Read 

5. Record your findings "below: 

a. The title of this chapter is [ I 

"b. . This chapter ie divided into of sections. 

^ no. 

c. Most chapters indicate in the opening paragraphs what the 
chapter will "be a"bbut. Read the first paragraph of this 
cjiapter and in your own words- state the purpose! 



the chapter as follows: 

o 

the title. 

the bold-face headings. ^-^^ 
the opening paragraph(E). 

for illustrations, •ta"bles, sym"bol charts, diagrams, etc.. 
the captions. 



d. List all the "bold-face h^eadings which develop the chapter. 



e. State the technical purpose for which the infoitnation in 
this chapter would "be useful! 



READING SKlLtS - Auto Mech . 

« 

overviewijk; ii 



Job Sheet #2 

OBJECTIVE: ^0 develop the skill of overviewing a chapter in a textbook or in 
aj technical book. 

OverView in^: is a quick and efficient way to get a general idea about v;hat is 
in' a book, a chapter, or an article. By overviewing you find oat what a writer 
is saying without reeiding every word he has written. There are two reacono for 
overviewin^ ;-^ i (l) To examine new material to find out wh^^t i| contains, and 
(2) To detertnine whether a specific chapter contains information which you 
want and needj. 

i 

MATERIALS: Ctrouse, Yilliam'H., Automotive^ Mechanics . Chapter #32, "Trans- 
mjissions with Fluid Coupling." 

PROCEDURE: O^^erview t he chapter as follows: 
1), Read the title. 
2^ Read the bold-face headings. 

3) . Read the opening paragraph (s).. 

4) . Look for illustrations, tables, symbol charts, diagrams, etCr 

Read the captions. ^ 

^ 5i» Record your findings below. 

a. The title of this chapter is . . . 



b. This chapter is divided into ^ of sections. 

no.- 

c. Most chapters indicate in the opening paragraphs w}iat the 
chapter will be about. Read the first paragraph of this 
chapter and in your own words state the purpose. 



d. List all the bold-face headings which develop the chapter: 



e. State the technical purpose for which the inform-ation in this 
chapter ♦would be useful.' 
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READUia SKILIB - Auto. Meoh > 



OVERVIEWING II 



Job Sheet #3 



OBJECTIVE: 



To overview a chapter in a textbook without writing all the infor- 
mation down. 



MATERIALS: 



Motors Auto Repair Manual s "Automatic Level Controli" "pp. 1-44 



4 



PROCEDURE: 



Overview the chapter as follows: 



Read the title. 



Read the bold-face headings • 




Read the opening paragraph(s). 



4, Look for il lust rat ionoi tableSf symbol charts, diagrams, etc. 
Read the captions. 

5. If you have correctly followed the process of overviewinf: a 
chapter, you should now be able to state the purpose of this 
chapter without having to write out all the information you 
listed in Job Sheets #1 and #2« Complete the following 
statement: 



The purpose of this chapter is: 



% 



\ 
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IffiADINO SKILLS - Auto. Wech / 
OVER VIEWING II 



Jot Sheet '#4 

OBJECTIVE: To overview a chapter in a* t ex t to ok without writing all the infor- 
mation down. 



MATERIALS! Grouse, William H., Automotive Mechanics . Chapters 13, "Electrical 
System.*' 

PR0GI5DURE: Overview th^ <ihapter as follows: 
1. Read the title. 
^ 2. Read the bold-face headings, 

i 3» Head the opening paragraph(8) . 

4. Look for illustrations, tatles, symbol charts, diagrams, etc. 
Read the captions. 

^ *\ t. ' •> 

5. If you have correctly followed the process of overviewin/x a 
chapter, you should now be able to ptate the purpose of this 
chapter without having to write out all the information you 
listed in Job Sheets #1 and #2. Complete the following 
statement: 

The purpose of this chapter is: 
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rjjli\l)Ii:^f JI'ILLG - Auto. Ilu:Iu 

Job :jho^*t A 



OBJECTIVE: To divi-lop tho akill of previ.jv;in{i on article^ 

Ov )Tvi :\'jiwjf an you liav ; aoon, jiv;3 you a g<.in(2f-al id')a of vjliat in fi book, 
a chapter, or an orticl In pr:.vi^.n-;inj you tali: a closer look at a chapt r, an 
articl ?, or a "boolcl^it to r/^t a mor^j f3pvOific idha of the oontinto. You novj road 
thj title, luadinga and nubli .adine^c , v;ordG in Gp.jcial typ j, captiono, cmd not';0. 
Also, you r-jad tho firct and last paraffrapho and any puininary you may find. 

?r.;vl-n-jinj io moat un« ful v/ith ihort . l ections; it ir; 1 ;ast uGi^ful • v^itlV 
1 'HfTthy mat u^ial, lil: a t"::tbook. i'^rovi n/inc holpa you Lsav ; valuablo timj 
tui'i 'ffort. It jivoQ you a jjood id^a oi* v;hat io in an articl , vjithQut^r«:adin{; 
V iry ;jord. 

y^lPCUl/iLo r 1. Panphl t, »'C!iarjin3, Ignition and Crankinj Jyatoma" - :j iction II 
P. Pen or p .'noil. 

i'UuCSEIUj^; : 1- Obtain ti.o uamphl ?t from thc^ filo., 

?. Pr^ivie;.* J motion II of the aosipicd text a^ follov/n: 

a. Hr^ad the title. 

b. n..'ad tho introduction. 

0. R;r.d th(: Tioadin?;Q and uubh^adinc^. 

d. U '^ul uor l:^, phra-'J iO, r^nd sontoncea in boldf^ico, italia, or 

oth r ;j ) ^cial typo. 

th laot paragraph and any nummary that you mi^ht find, 
f. Lool: r\t*th.ji pictui^(jr3, tablc;0, map;i, and :p:»c\pha. Rfiad the 

ca:'^tipni;. 

3. Antsu T thv. follov/in^; quostiom^: 

a. Th! titl of th'j a uction ii^* . 

b. Thi.: 'i;tion of the book d::alQ v;iCTi ' . 
0. . Thu firnt. main »adin,: of tho section t :11c 



d. '.Jhat i::3 thr. aocond main h -adin^ (jf th ^3 :otion'' 
•J. V'hat information cari you ^^p^jct undsjr tliia h'^adintj*^ 
f . VJhat kin'*n of illui3tration can you find in this o -Qtion,' and 
for i.'Uat x/ould th-sy V- ur;..ful? 

For v;hat ^rarp03'; would tho information in thia ctiapt jr b^. 

U3 »ful? 

\. Rc^turn t!a ^ parnphlet to tho fil;. 

D 
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RSADINO SKILLS 
PREVimNG 



- Auto. MaOh* 



Job Sh'jot f!2 



O^aCTIVS: To dovjlop the okill of previev;ing on arti'clo. 



Cvirvijv/ine, as you havu seen, ^ivoa you a gonoral idt;a of what ia in a 
book, a chapter, or an artiolo. In proviov/ing you take a closer look at a 
chapt ;r, an article, or a booklet to get a more specific idea of the contenta. 
You now road the title, hcadinco, and subheadings, worda in speoial typo, 
captions, and notes. Also, you read the first and last paragraphs and any 
ouimnary jrou may find. 

Pr)viav7in^ is moot uauful vxith short selections; it is least useful -with 
len^jfcliy material, like a textbook. Previewirx^ helps you save valuable time 
and effort. It {jivee you a sood idea of what is in an article witkout reading 
every word* - 



IIATERIALS: 1. 



Periodic Haintenance and Circuit Oheo.to Char^niy , Iffliition and 
Cranking SyGtomg .** 5th section, p« 2? •-SS. . 



2. Pen or pencil 

1. Obtain the specified pamphlet from the file. 

2. Previev; the assigned pages as follov/s: 
a. Read th?; title. 

Read the headings and subheadings. 

Read v;ord0, phrases, and sentences in boldface, italia, 
or other special type. 
'Read any summary that you might find. 
Look at the pictures, tables, raapa and graphs. Read the 
captions. 

3. Answer the following questions: 

a. The title of the section is , , _ 

b. 
c. 
d. 



b. 
c. 

d. 
e. 



This Bfiotion of the book deals with 
The first main heading of the section tellrf 



Ifliat is the second main heading, of the section? 
0. Vfliat information can you expect under this heading? 
f . What kinds of lists can you find in this section, and 
for v;hat v;ould they bo useful? 
4. Return the pamphlet to the file. 



ERIC 
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mDIIIG UKILLS 
PRSVISlIgNa I 



-» Auto. Kcch# 



Jot Shajt vf3 



C^JECTIVE: To dovolop thci akill of proviovjing an airticlo. 



.Ove53:vii;uing, ao you havj z(3qvj civos you a {jonoral idoa of vhat io in a 
booh, a ohapt-r, or an artioli. In provievTinc you tnko a closer look at a 
Gha:)tjr, an artioltj, or a booklet tq Qot a mor;> apeoifio id a of the oontcntQ. 
You noi; rjad the titl^, hoadinsa, and oubhuadinsa, vjorda in Q^ccial typo, 
captipno, and notoa. Aloo, you rcjad the firat and laat para£jrapho and any 
s\imarj' you may find. ' , 

?r jviauinr: io most usuful vjith ohort G::lootionG; it ia l^iwt useful vith 
l^n^jt }iy material, likj a textbook. Provicv/inf; holpo you Qave valuablo tiuto 
and of fort. It givea you a good idea, of v/liat io in an artiolo vxithout r'.iadinff 
^ivory v:ord. - ' 

riiiTBIlIALS ; Snari^saro and Battoried - pamphlet 
Pen or Pencil 

PK0Cin)UR3 ; 1. Obtain th) a^iaicncd pamphlut from the file. 

2. Proviev; tha pamphlet aa follows: 

a. Road the title, , • ' 

Rjad the introduction. 
Rjad the headings and aubhoadinflo. 

Road wordo, phrasea, and aentenooa in boldface, italia, 
or oth'jr opecial typo. 
R.^ad any summary that you might find. 

Look at the pictures, table, majJo, and {jrapha. Read the 
oaptiqno. • - ^ 

3. /in3v/;r thj follovfing qu'jotionof 
a. Th: titlf^ of the pamphlet iB 
b. 
o. 



b. 
c. 
d. 

0. 

f . 



Thio' pamphlet dcalo v/ith 

The first main headinga of the pamphlet t^illa 



d. V/hat io the Qcjoond main heading of the pamphlet? 

e. Wiat information can you expuot under thio heading? 

f. Jiimmariiio in your ovm word0 the information containpa in 
• thio pamphlet . 

4. Ret^^m the pamphlet to the file. 



ERIC 
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mDIIia JKILLS - Auto. Mooh . 
PREVIEIJINO I " 



Job JhwJJit .,'4 



Cu3JiJCTIV:3 ? Tho, dovelopmont of oldll of provl awing on artiolo* 

Ov ^nri jv;in{j, you havj s jen, ^dviiis you a genoral idcja of what i3 In a book, 
.1 chaptor, or an' articlij. In pruviev;in.:j you tako a olooor look at a chapter, an 
aii^icli, or a boo)cl(-»t to got a more apocific idea of the oontonta.y You now read 
th'j titl.i, hoadin*30, and Qubheadings, v;ordG in Gpooial typo, oaptiono, and notes. 
Also, you r^ad the first and last para^jrapho and any suininaiy you may find. 

■* 

Pr jvi jwinff i3 most useful with short Qoieotiono; it io. least useful with ' 
lon£jthy material, like a t-jxtbook. Previewing h elps you cave vai\iable time 
and ^jffort'. It givoo you a good idea of v;hat iS' in an article without reading 
.V Jiy v;ord. . ' 

l!ATUrJALJ ; . 1. 20,000 Volto Under the Hood - pamphlet ^ . . 

2. Pen or pencil . 

■^HOClilX^nE ; 1. Obtain the ajsoi^picd pamphlot from the file. 

2. Proviun; the assigned pamphlit aa follov/a: 

a. Road the title, 

b. ,n.'ad th'j headings. ' • . > 
c* n:ad v;orclD, phraoos, and oontenoco in bpldfaco, or 

otlic^r cpocial typ<j. ' ' ^ 

d. Road anj^ summary that you might firEd. \ 
•J. Look at the picturoQ. Rjad the oaptiona. • 
3» Ansvjor th^j follov/inj quoations: * 

a. The title of the pamphlet is . 

b. This pamphlet d>»ala with - ' ' 



o. Th'J heading of the pamphlet tells 



d. What information can you expect unde^r this heading? 

e. In your ovm words summarise the inf orrtKition discuosod in- 
tHio pamphlet. 

I. Return the pamphl^5t to the file. 



3^ 



:i::r^rn ::aLL. - Auto ; Tv.oIu 



ClJL'OriYJ : To d^:v\.lo^ tiu '.;lall of prtvi^n/inj im arbiolJ. / 

rv *rvi Mini;^ an you hav ; .J*j.m, t;iv;v: you a ,^oneral id. a of what ii> in booh| 
;.ri clui'^t ^r, or an artiol In :')r^^vi zr^inj you taico a oloo lool: at a clmpt^^r, 



.tn-artiol or a bookl )t to jt,t a mov^i i:,)';cirio idua of tlvj oontonto. You now-- 
^'^ '^■:ad th.i titl,, hoadin{,T5 and Gubhoadincs , v/orclu in Qpjoial typj, captionO| and 
V ;iot Also, you r;jad th ; first and last oara^Tapho and any oummary you m2jr 

' 'find . ■ • , 

?r :vi 'uin,; is most u:' .'^ul v;ith short r3;loQtiona; it in l.ant u'lgful with 
1 ;njthy mat rial, lilz ^ a fc ;:rtbook. Pr 'viMving holns you ;^av>j valuable tim^^ and* 

ffort. It .:ivc^G /ou ^ jood idoa of vrtiat in in an artiol-j vrithout rjading ^voiy ' 
•:ord. 

yATVAl.'dsZ i Introdueinj tim D^lootron G^nv^rator and tho Charjinc Circuit y (pamphl'^t) 
? ?n or P'inoil. 

. .\X;CJR:itK: . 1; Obtain tiV tu^ui^jnud i)aFn,)hl jt from the l^ile. 
. 2. .Prcjvi^iw' tho c'itini^jn^d narnphl<;t aa fol^lovra: 

a. n..\ad t titl(.. ^ ^ 

; ' / b. R :ail Ih hoadin^p and jubhoadinga • 

' \ ' ^« 'ii'^'l t^i^' pr.ifao ). 

d. R TUd tho introduction. 
^ i'^l U-jiii\ uor'U:, phraivjf3, and Dt^ntoncoo in boldfaoj, italia, 
' r ^ or (>th«.:r >)pocial typ ;. 

. ' .-^ r.. n "Ui;- ' r^ur-miary that you ni^:ht find. 

Loo! -^at th'j pictur;G. Rjad the oaptiono. 
I. An:nj :r t:v. follovaa: qu.'ntiono: ' 



'I 

a. Th. tft;i : gf th^: pam^^hl ;t ife 

b. Thiii )am')hl rt d .ala v;ith 



c. Th ■ firrrfc main hoa^linj': of the panphlnt t^'llr^ ^ 



d. Wlrnt is tho 3ocond main h-^ading of tht, pamphlot? 

What inforraation can you oscpeot undt;r thia hoading? 
f . Sumnari'M in your o\jn uovdB tho information eontain^jd. in tho 

pamphl 3t . 
Rf^turn tli:? pamphlot. to th'j filo. 



ErJc . * 'i'^ 



READING aKILLS- Auto. Maoh« 
SCANNINO 



PRE-TEST 



^OBJECTIVE: The purpose of the 3oaiining Pre-Test is to helg you hecome aware of 



the . importance of haying skills in location specific information "both 
quickly and accurately, • 



MTERIALS : Motors Repair. I^nual , 1970 i Automotive Mechanics testbook ; and Motors 
Flat Rate Manual , 1970 , 

PROCEDURE: 1. When'you "begin the test, record your time on the line provided, 

2. Working as rapidly as possi.hle, find all the information asked^ 
for in each quest ion. , 



3. VJhen you finish the Fre-test, record you time and figure yo^p total 
time. Put your total time in th^ space pi^vided on your Record 
Sheet. ' ' " . 

BKGUmiNG TEIE • . 

QUESTIOI^JS-: 

1. VJhat are specification? 

2. A 1965 Dodg^ 101 H.P# has how many cylinders? 

3'. Crankshaft and Cam shaft sprockefts with chain show timing marks 
; oh the ^ ? 

4» Define Friction Horsepower? ' , < 

5. The heater Mower cost for a 1965 Chevy ll is 



6. ^/fliat is the lumher and cost of a compressor shaft seal kin for a 
1965 Camaro^ / 

7. The symbol 13 appears under Tune Up specs, for a.1967 6-24O, std. 
transmission. V/hat deed this symhol mean? ' 

8. Define eneggy . 

9. 'l-fliat ie inert 3,a? . 

10. Power is the rate or ; at which " . ' is done. 

Concluding time ^ 

Total Time 



ERIC 
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READING SKILLS - AUTO, LIEGH. 
SCANNING - I . 



Job Sheet 1 - 
OBJeCTIVT:] ! To develop the skill of scanning for specific facts . 

Scanning: is a planned hxxnij-ekiptread process for finding specific faots- 
-names, dates, sizes', distances, pricep, and similar information. When you 
have to locate specific facts, scanning: may "be the "best way to do it. ^ 

lilhen you scan for a specific fact, yovt do veiy little reading. Instead, 
you allow your eyes to move rapidly over the m'aterialc^ until you find what you 
are. looking for. 

* ' * ' 

MATERIALS ; Automot ive Mechanicfs . William H. Grouse, 5th edition. 
Chapter # 2. "Shop Practice." 

PROCEDURE ; 1. Read the questions "below, and scan fox- the answers one at a time, 
following these quides: Read the questions helow. 

a. Keep clearly in mind the miestion you want answered, 
"b. Deside in what form the answer sho\xld appear. For example, 
should the answer "be a word, a name, a numher, or a date? 

c. Move your eyes quickly over the page, looking for your clues. 

d. l-flien you find what you think is the answer, read more carefully. 

e. Stop, reading when you have fotxnd the correct answer. 

* f. Record the answer in the space provided. / 

2. Time yourself). You should "be ahle to scan th-e material and answer 



the question in 



minutes. 



QUESTIONS; 



.1. V/hat are specifications? 

2. How are they used in shopwoi^'k? 

3. Ii/hat is meant "by thread "Pitch"? 
4» Hoyi is pitch measured? 

5. VJhat are the six "basic steps in automotive shopwork? 

. (1.) 

(2.) • • „. 

. - '(3.) 
(4.) 
^ (5.) 
(6.) . 

6. With which kinds of Nuts are cotter' pins used? 

7. DeBcarilje the correct manner of using a hammer. 



READING SKILLS - Auto. Meoh; 
. . . SCAKJIING I .(oont) 

.Job^ Sheet // 1 (P. 2). 

Kesoribe the propei^ method of installing a blade in a haqlcaaw framei 

What is the proper method of using a'haoksaw? * . • ■ 

• ■ • 

Record Time 



0 



READING SKILLS - Auto Mech , 
. . ^ ■ SCAMING I 

Job Sheet '#2 

OBJECTIVE : To develop the skill of scanning fjor specific facts ♦ 

Scanning is a planned hunt*-Qkip-read process for finding specific facts, 
names, dates, sizes, distances, prices, p.nd similar information; VJheh you-, 
have to locate spedific facts, scanning may he the hest way to do it. When you 
go^^ for a specific fact, you do very little reading. Instead, you allow your 
6yes to move rapidly over the' material until you find what you are looking for. 

I4ATERIALS : Itotors Repair Manual , 1^70 edition, pp 2-198, 199, %00, 201. 

PROCEDURE; 1. . Read the -questions helow, and scan for the answers one\at a time, 
following these guidelines: 

a. ICeep clearly in mind the question you want answered, 
h. Decide in what form the^ question should appear. For exmnple, 
' should the arisv;er "be a vrord, a name, a numher, or a date. 

c. Move your eyes quickly over the page, looking for your clues. 

d. VJhen you find what you think is the ri^t answer, read more 
carefully. 

e. Stop reading v;hen you have found the correot smswer^ 
f • Record the ansvjer in the space provided. 

Time yotirself . Note your time on yoiir record sheet. 



1. On a 19^5 Chysler V8 413, what is the cuhic inch displacement, the here, 
the ntroke, and the oil pressures (min. & max.)? 

2. On a 1966 Plymouth 145 horsepower, how many cylinders does it have and 
what is the cuhic inch displacement? , * 

3. Using a Dodge V'-340, 1970 model, what is the compression ratio? 

4. On a 1964 Chysler 30QK w/2 carhs, no air conditioner, the hot idle speed 
is how many R.P.M.? . 

5. A 1970 Plymouth w/375 H.P.,the piston displacement is? 

6. A 1^965 Dodge, IQL^.P. has how many cylinders? 

7. For Chysler cars made from 1945^1963 1 the t\irn-up specif icat ions are 
found v/here in this hook? 

8. A 1969 Dodge V8-426 engine develops how many hrake H.P. at 5OOO R.P.M.? 

9. A 1964 Chrysler ri^vT)ort V8-^36l ^uses what numher of spark plugs? 

10. A 1969 Dodge 425 H.P. en^ir^o haa an oil pressure during operation of? 

11. A V8-426 Hemi, has hoiV many carhuretors? 

12. vniat is the here & stroke of a I966 Plymouth 425 horsepower HEMI HP2 ? 



^1 

2, 

aUSSTIOI'IS ; 



. READING SKILLS - Auto Mech . 

SCANNING I 

/' ■ . r ' ' ' ' ' 

Job Sheet #3 ' 

OBJECTIVE ; To develop the skill of scanning for specific facts. 

Scanning; i^ a planned hunt-skip-read process for finding specific facts names, 
ntunbers, dates, sises, distances, prices, and similar information. When you have to 
locate snecific facts, scanning may be the best way to do it, VAien you scan for a 
specific fact, you do very little reading. Instead, you allow your eyes to move 
ranidly over the material until you find what ypu are looking for. 

MATERIALS ; Motors Repair Manual , 1970 edition, pp» 2-40<v, 405. 

PROCEDURE : 1, R^ad the questions below, and scan for the anvwers, one at a time, 
following these ouidelines; 

a. Keep cloarly in mind the que5tion you want answered. 

b. Decide in what form the answer should appear. For example, should 
l^he answer be a word, ^a name, a number > p9T a date, 

c. Move your eyes quickly over the page, looking for your clues. 

d. Vfhen you find what you think is the ri|^t answer, read more care- 
' - fully. V 

/ e. Stop reading when you have fouhd the right answer, 
f. Recortl the answer in the spa ce^ provided. 

2m Time yourself. Note yoia* time on your record sheet. 

QUESTIOKS : . ^ 

.1. 'On a I960 Pord Thunderbird Ve-390 with the engine built prior to Nov. 18, 
1963 the valve clearance f orthe intake and exhaust valv« are? 

In fitting the pistons on a 1969 8-429 the cylindf r wall clearance is? 

3. The ring ^ear and pinion backlash- inch are how much on a 1965 thunderbJjrd? 

k* On a 1965 Thunderbird V8-429 the coolin " system w/heater and automatic 
transmission capacities are what? . 

5. a 1967 T-blrd the master cylinder bore w/disc brakes and front disc 
brakes are? 

6. What type of rear axel does the I966 T-bird carry? 

7. The pinion bearing pre-load is how much on a 1969 T-bird; use bearing w/seal? 

8. The cooling system capacity on p 1967 T-bird w/air conditioner is? 

9. To replace the starter on a 1968 T-Bird it rray be necessary tb" do what 
with front wheels and steering idler arm? 

10. To properly engage the oil pump* intermediate shaft when installing the 
distributor, it may be necessary to do what? 



READING SKILLS- Auto Meoh. 
SCAMINO :! 

Job Sheet #4 ' 

I^ OBJECTIVE : Tq develop the skill of scanning for speoifio facts . 

Scanning is a planned htint-skip-read process for finding specific facts, 
names, dates, sizes, distances, prices, and similar information, lihen you have 
to locate specific facts, scanning may be the best way to do it. VJhen you scaji 
for specific fact, ycu do very little reading. Instead, you allow your eyes to 
move more rapidly over the material untill you find what you ane looking for. 

IlfliTERIMjS ; Testhook: Automotive Mechanics , chapter 8, "Engine Construction - Valves. 
Construction - Valves. 

PROCEDURE ; ^1. Read the following questions helov;, and scan for the answers one 
at a time, following these guidelines; 

a. Keep clearly in mind the question you v/ant ansxxered. 
h. Decide in what form the answer should appear. For example 
should the answer he a x^ord, a name, a number, or a date? 

c. Vovo your eyes quickly over' the page,, looking for yo\ir clues. 

d. Vflien you find what you think is the ansx^rer, read mere carefully. 

e. . Stop reading when ycu have found vtho correct answer. 

f . Record the ansv/er in the space provided. 



2. Time yourself. Note your time on your Record Sheet. 



SJJESTIOIIS 



1. Paragraph 109 states th^t cranl:shaft spoocketo w/chain show timing on the? 

2. Under paragraph 110 the parts of a valve are? 

3. The valve face passes heat to the valve seat, which helps the valve to dc 
v;hat? 

4. Complete thic^ sentence: Sodioum is a hi^ly 



5« In the F-head engine, one valve is in the head and the other valve is v/here? 

6. If the exhau:3t Valve were to rotate a little each time it opened, many 
"vaive ])robLem:5 Would be what? 

7. ti V8 enj^ine u^^ing ball-pivoted valve rocKer arms, (i^ontiac hotor aiv- 
iiiion of .^en«.»r'»l riotors coi'uoratiun) ha.i v/hat valvt? i.yiitem comporient.sV 

3. In ti.e con^5truction of position-rot^j tion type v:*ive rotator, there 
re l!c>w many partr?? 

In the space i)eiow dericrioe tne oF)eration of a hydrawuic Valve lifterV 

lo. In lif^. "i-r'^f for hov/ many de^^reee of the crankishaft rotatitxi is the 
exhau:.t valve OMen? 



CIBJIjCTIVC ; 
PRUCBIUJRE ; 



READING SKILLS - Auto. Mooh. 
y SCANNING II 

Job Sh-jot 

To d'*vtjlop the skill of scanning for numerical facts. 

1, Hot ors Auto Repair Manual , 1970 

pagos 1-150, through 1-154 AVS Cart or Carb. 
2* Poncil 

TO 3CSU1 the pagoa for answers to the following quoationo, pro- 
coeding one at a time. 
Time yourself* 



1. What is tho pump'travol on a 4632S carburetor? 

2. Usin^ a 41-013 carbur"itor, write out the specs of adjuotme nt for aUdlo 
Qcrevj, b) i*loat drop, c) fast idle throttle valve clearance, and djchoko 
vacuum bredik. 



J* 



6. 



a) 
c) 



b) 



3. IIou do you make a float level adjustment? 
\. IIov/' do you adjust the float drop? 



V.'hat is tho secondary lockout and fast idle throttle valve clearance on 
a MM'6 carb? 

V/hat is thci Pump travel, the float lovel, and tho idlo screw measurements 
on a Ch^jvy II 402 -3 A carburetor? 



a) 



0) 



7. Thj m it hod of moasurinff float drop is indicated in v/hich figare? 
\ In vjhat figure is AVS pump adjustment shown? 

9. On a Plymouth 1970 Model 4934S carburetor, the secondary throttle lockout 
is measured in what units? 

10. Th ; AVS carburetor adjustments chart for Imperial and for Chevello is 
locatt-d ivhere in tho Manual? ' ' * 

U'joord time 



ERIC 



4. 



mHAmNO 'JKILL3 - Auto. Moolu 

Job ahoot * 

OBJECTIVE : To dovolop the skill of ocanninL^ for numerical facts ,' 

I^TERIALa : 1. HotoTO Repair Ilajiual t 1970 
PaeoQ 2-270 throiish 2-305 
2'. Pencil 

PROCBDURE : In Qoction t72 Corvair ocan the section for ancv;ora to the following 
quest iono, ono at a time. 

QUE3TI0rj3: 



1. Entjin : Mos. buginnini'; v/ith the Qa indicate the en^ino yoar model for vjhat year': 

2. Th : letters T?C indio(^to the ent^ne haa what equipment? 

3. , Und'jr 1966 Model Corvair oh^no, I40 h.p, auto tr. 9 indicates the engine 

'^^ItaG v/hat? 

4. How many volts would a Model 110Q693 altoi^ator with a field current 
(12 volts) C "Too p. have? 

5. What would be the amp. output on alternator Model 1100639 at 5000 R.P.M.? 

6. . V.'liat vjould^be the caster, for the front wheels on a 1965 Corvair? 

7. Th-.^ camber on the rnar wheels of a 1961 Corvair would be . what? 
\ Th;j valve seat and the valve face angles on a 1964 Corvair are? 

9* If the cyl. bore is worn^in excess of .OOO5 on an inch, v/hat should you do? 

10. What is the maximUiiv main bearing clearance for a 1969 Corvair? 

11. What is the measurement of the brake drum diameter of a I967 Corvair? 
1?. //hat is the measure: mont of the rear vjheel broke cylinder boro? 



Record time 
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READING SKILLS - Auto Meoh , 
SCANNINQ II "'~ 



' . 'Job Sheet # 3 

OBJTOTIVE: , To develop tho okill of scanning for numerical facts , 

IlAa!ERIAL3 ; 1. Motors Repair Manual , I970 Pages 2-306 throu^ 2-319 
?. Pencil 

PROCI'IDURB ! In Section 2, Pull oise models, Pord and Mercury, scan the pages for 

answers to the follow ins questions, one at a time. 

QUESTIONS ; 1. Mhen the cymbol Engine. Code appears, it moans what? 

2. starring motor numher of C5TZ-11002-A has a Brush Spring Tension 
of how much? 

> * 

3. A starter #C8VY-rll002-<l indicates 70 amperes 12 volts at 

R.P.H. and a torque test at 5.O volts, 15.5 ft. Ihs indicates 

' amperes? ^ 

4. ^ Under Tune Up Specs for a I967 6-24O, the symbol 13 appears for 

std. transmission, lifhat does this mean? 

... ■ ' . I - 

« 

5. Ifliat are the time up specs for a I97O Model V835I 
(a) Spark plugs? 

yy) Firing order? 

(c) Hod idle std. Trans.? 

6. ;ihat io the distributor point gap on a I97O Model V8-429? 
What is the dwell angle degree? 

7. in Pirgure G, Page 2-311 does the pointer indicate that the engine 
has been timed advanced or retarded and how many degrees? 

0. The engine timing in Pigure I, Pago 2-311 tells you the timing 
is set at? 

9. What io the firing order of the Pord 6 cylinder engines? 

10. Under Valve^ Specs. , Page 2-315 a'1968 8-3 02 valve last, io indicated 
3/4 turn 8. -What does the symbol 3 mean? 

11. We have a Pord Sedan with a V8-428 3 9 Basic Dist. C7Sf-B. 
VJliat is the rotation on the distributor? 



Record time 
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READING SICILIi? - Auto Meoh 
SGAIflJIlJCf-III 

Jab Sheet #1 > ^ 

0BJ13CTIVE: To develop tho ckill of scanning for a name and number » 

I1ATKRIAL5 : Motors Plat Rat© And Parts Manual ^ 1970, pp. 621-22 

PROCEDURE ; 1» In the aooigned material find a list of Parte A Time • 
Requirements. , 

2. Following tho procedure for scanning which you learned in Scanning 
I and Scanning 11, scan, > for the anowers to the queations below. 

3. Scan for the onowerOi one queotion at a time, as rapidly and 
accurately as you can. X - 

4. Time youroelf. Note your time on your Record Sheet, 

QUESTIONS! 

I. The reqtiiired time to overhaul v;/d wipe motor^ 1968 'model- OXda is 

if =. . 

?• Tho time required to replace a windahield washer pump valve in a 1965 
Oldo P-85 iG 

3, Labor coot to replace wiper motor of a 1966 Olds, taking 0»5 hours 
at $11,00 per hour io * 

4, The fuel gauge (Danh Unit ) replacement time for an Olds P-85, 1969 is ^ 

5, Liat the time and labor charge for replacing a speedometer cable and • 
houoing $12,00 per hour on a. 1970 Olds. 

6, The coot and number of -fuel tank gauge Unit on a 1969.01do Station 
Wagon with air conditioner in ^ 

7* The time required to lubricate a' speedometer cable on a 1969 model Olds is 

o 

8, l#iat io the time required to renew an oil gauge sanding unit on^a 1965 
Oldo cedan? ' < * 

l/hat are the part number and price of tho Puel Gauge (Dash Uni-^) . 
for a 1966 Oldo oedan? 

10, \VmX are tho part number and the , price of the^' Fuel Gauge (Tank Unit ) 
for a 1964 Oldo Station Wagon w/air conditioner? 

II, Tile part number of the windshield wiper- transmission for a 1964 Oldo 
leftside (Tandem T^po) is 

1?, The shop time required to R, & R, the speedometer head on a I964 Olds 
. P-85 is ' 



RI'JADING SKILLS « Auto . Hooh . 
SCANNING III 



0. IVhat iD.the Champion number? 



Vfiiat io the Champion to Autolite ntunber? 
e. Give the Champion to AC nximber. 



2. ^niv.t .i£3 the atandard plug number for an Auatin H 55 MK, 1959 model? ■ 

Vfliat ic the standard plug number for an Auatin H 55 MK, 1959 model and gap? 

i. Give the plug ijixmlaer for a 1964 VH, 40 MPA 15OO oeries, resistor type. 

^Give the pXuc number for a -1964 VJ, 40 HP, 15OO ceries, Standard type. 



,4 



^ob Sheet #2 ' . J 

OBJIiCTIVlJ: To develop skill in ooanning for a specific name and number. 
IIATijIRIALS : Spark Plup; I964 Dealer Catalog : AUTOLITE. 

PROCI'IDURE : 1. Go to the file to obtain the assigned material. 

2. Using the scanning skills you have been practising! find the an- 
Bv;erG to the follov/ing qoiestions as quickly as you can. 

3. Return the catalog to the file. 

^ eUIiSTIOIIS ! * 

1. On vriiat page will you find pluga for a -John Deere B. Series, Normal Service, 
. V//13 m head? " , 

a. Give Autolite type. . 

b. Give the AC number. 



4. Locuite the page vriiere the plug number for a 1963 Do^ge Dart, 6 cyl. ia listed. 
ViWJt is the plug number by Champion? 
Ifiirit is the Gap? 

Giv(j the Champion r,park Plug ^ and Cap for a 196I Dodge Lancer. 



6. Hive the pn.ge vihero Plug Gap can be found for a 1941 Willys with aluminum head. 
vaiat ic the AC Plug 

7. ^/iiat ie the torrue for an 18 MI plug vdth a tapered coat arid cast iron heads? 
1. aiat io tjie Autolite number crooo reference to a Champion Plug # Y8? 

9. Give the AG number C% to Autolite. 

10. Give the Champion ',;' for an Autolite plug #AR42» 
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KBADINO SKILLS - Atrto. Maoh > 

sKiiwiHa FOR miH ims' 



•Job Sheet #1 



aBJBCTIVE t To develop the akill of skiiMning for maAn ide^ 

Skindne for main ideas is a pc3epgraph<-\)7--PU'agraph searoh for 
ideas'^ in a' chapter or an aytiole. When you skim for raain ideas 
, you foous on each of the major points made hy the writer. You 
still don't read every word, Imt you now go deeper, into the 
naterial than before. 

MA!PBRIAL3 t Grouse, William H., Automotive Meohanioa, chapter 2 



PROCEDDREt 



.1 
2. 
3. 
4. 

5. 



Read the title. 
Read the headings and subheadings. 
Read the first sentence of evexy paragraph. 
Read the last sentence of every paragraph more than 
five lines long. 
Answer the questions. / 



gUESTIOWSt 1. What are the six basic steps in automotive jshopwork? 



3. 
4. 
5. 
6. 



a. 

b. 
c. 



d. 

e. 
f. 



Name three typos of fastnere. 

What type of threads do bolts, studs and screws have? 
Wliat should be done to a mushrodmed* chisel before it is used? 
What is a file likely to do if it is hit with a hammer? 
A hacksaw^ is designed for sawing metal, wood, or plastic. 
Titue or false? ^ 

State the importaaoe of the measure of linear distance. 



ERLC 
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READING SKILLS - Auto , Meoh. 
SKIMMINa TOR MAIN IIXIAS 



Job Sheet #2 



OBJECTIVE;' To develop the ekill of ak; 



Ijnming 



for main Ideaa 



Skintning for main ideas is a paragraph-by-paragraph eearch for the 
main ideas in a chapter or an article. When you ekim for main ideas 
you focus on each of the major points made ^y the writer, .You still . 
ddn't read every wordf ^ut you now go deeper into the material than 
before, 

MATERIALS ; Grouse, Hilliam;H.f Automotive Mechanics , chapter 33 

PROCEWraS; 1. Read the title. 

2, Read the headings 'and subheadings , 

3, Read the first sentence of every paragraph, 

4, Read the last sentence of every paragraph ttore 'than five lines long. 

5, Answer the questions, 

■ " ^- - 

QUESTIONS; 1, In what figure ca^ you find a simplified drawing of a steering 
system? ' 

Z. Name the various factors that enter into front end geometiy, 

3, -The weight of the car tends to; bring the wheels back to 

• - ^. after the turn is conjpleted and the 

steering wheel is released,. 

4, Even thou^^ the wheels are set to toe in slightly when the ear 
is stanclin^ still, they tend to roll ' on the road t 
when the oar is moving ' 

5, The. steering gear is a device that converts rotary motion into 

. 6, There are two models of power steering units used on General 

Motors cars, Naune them, 
- a, ^ - 

b, 

7, Chrysler power steering consists of two models. Name them, 
3" a, ' *, 

. ' b, - V 
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READING SKILLS - Auto . Mooh . 
SKIMMING FOR MAIN IDEAS 



Job Sheet #3 



OBJECTIVeV To develop the skill of akimming for main ideas 

Sklnaing f or main ideas ia a paragrapbrlv^paragraph searoh for the main 
ideas in a chapter or an artiolo. When ybu skim for main ideas, you 
foouB on each of the, major points made by the writer. You still donH read 
every word, but you now go deeper into the material, than before, 

MATERIAL ! Miller,. James JNathanJ "It's' a Dead-Bnd Road for the Dropout" 

PROCEDURE S 1. Obtain the speoif iod-artiole from the file, 

"""""^ 2. Read the title. 

3. Read the headingo and subheadings. 

4. .Read the fiwt sentence of^eyeiy pauragraph. • 

5- Read the last sentence af every paragraph. ' - 

6. Answer the questions below. 

ftUESTIONS ; 1. What happens to the person who tries to "fake" having a high school 

diploma? * ' 

2. List three reasons, according to the article, why students drop 
out of school: 



3. 



4. 



5. 



6. 



7. 



b. 
c. 




Compare working conditions with Ifphool conditions, as often exper- 
ienced \sy <pho dropout. 
How do they differ? 
In what ways are they alike? 

Some jobs are "learning by doing" situations where the employer trainsv 

you. . 

Are ouch jobs increasing or decreasing? ' ' „ 

Are there more or less people in competition for these jobs? 

The article states that the hi^ school diploma has come to 

moan throe things. Name them. ^ ' 

a. ^ ^ 

h. 



A high school dropout can always enlist in the^Ar^y he can* t find 
a job.. Yes N o 

Explain your answer. 

An employer from Portland, Ore^n, is quoted on his feeliiigs regard- 
ing the hiring of dropouts » Summarize what he says. 



READING SKILLS - Auto Mech. 

■ , IT 



: . . TRADE NEWSPAPER 

Job Sheet #1 

OBJECTIVE ; To test your present knowledge of a trade newspaper > | 

PROCEDURE ; Write a^wers to the following questions. 

QUESTIONS ; 

1# list the titles of all trade newspapers with which you are pre- 
sently familiar. ' ' 



1 . ■ . 

2. What is the principal function of a, trade newspaper? 



3# What kinds of information would.you expect to find in a trade 
newspaper? 



4. What kinds of division and/or departments would' you expect to be 
included in feach issue? 



' READING SKILLS ^ Auto Mech* 

r' ' ■ ' Met . S h > 

TRADE ' MEWSPAPER 

Job Sheet #2 

OBJECTIVE : To become familiar with the format and purpose of The Maohinist > 
MTERIALS : 3 issues of The Machinist . 

PROCEDURE ! Note ; To /complete this job sheet you will be expected to make use of 

all >the reading skills you have been, practicing, 

1. Go to the magazine rack and choose any 3 issues of The Ma- 
chinist . 

. ; 2. Overview each issue of the newspaper. 
3. Preview each section. 
4- Answer the following quast ions. 



QUESTIONS ; 



1. Wcio publisheis The Machinist? 

2. Where is it published? • 

3. How often is it published? 

4. For whom is it published? _ 

5. To find otxt what is in a newspaper, examine all the part^# 
List below the special sections which appear in each- issue. 



6. How many pages are in an average issue? , - 

What kind advertising does- The Machinist contain? 

8. On the basis of your overviewing and previewing, state in your own 
' words what yoi^consider to be the purpose of The Machinist? 



i) u ^ . 



READING SmiS - Auto Mech* 

riet> ai. 

TRADE NEWSPAPER 



Job Sheet # 3 



OBJECTIVE : To read and comment on a variety of articles which appear in The 
. Machinist > 

MATERIALS : Copies of The Machinist > ^ 
• Pen 

Scissors, paste, and blank paper* 

li ■ - ^ 

PROCEDURE : . 1. Skim anl scan and organize your thoughts so that you can comment 
' on the following variety of articles. 

2. Cut out samples of the following kinds of articles. 

3» Paste and label each article on a blank sheet of paper. 

4» Beneath each article write your own comments as directed. 



SPEciAL ARTICLES : 



1. CHp an article which contains opdLnion, marked eitker by a by-line 
or the use of quotation marks. 'Sumnaiaze the opinion. ' 

2. Clip an article that is completely objective; that is, it seems to 
} present both sides of an issue accuratly and fairly* 

Summarize the article. - 

3« Clip an article which gives specific information that is new to 
you. State what it is. . > 

4. Clip an editorial. State the issue being discussed and the point 
of view whir-h is beiijg presented^ 

♦ ' >. ■ 

5. Clip a swap add which, you would be interested in. 

6. Clip an article which deal© with the skills required for a Job in^ 
your field. 

7. Clip an article 1 which shows the concern of the newspaper for you 
as a wage earner, for you as a citizen, or for as your leisure 
time is involved. 



READING SKILLS - Auto Mech. 

Mgt • Sh» 

TRADE NEWSPAPER 

- Job Sh'eet #4 ' 

OBJECTIVE : To determine how much you 'know about a trade newspaper, 

MATERIALS ; Yovir mind and your memory! 

PROCEDURE : Write answers to the following questions 

QUESTIONS : ' ^ < 

1, What is the title of 'the trade newspaper which pertains to your 
vocational interest? . 



2. How often is it published? 



3, What did you discover to be' the principal function of a trade 
newspaper? 



4. What kinds of ihf ormation did you find in a trade newspaper? 



5. List- four ways dn v;hich a trade newspaper might be of service 
to you in your career. 



(a). 
■ (b). 

(c) . 

(d) . 



EMC 



ORGANIZING mm YOU IIAVTg llEilD 

. . lixplanation of ;khc Te chnical 

Procciss 

Job Gh ;et .'^ . 

rj3J7]CTIV2: To cctin ^^'xperiGnoe in roadiriG the vn?itten and dia(p?arnatio .jzplcuu.tion 
' of .a t^^olinipal procoos; to bo able to or{;anize in a list fchc i?,:quJnGe 

of jvonts . in a • procoso • 

lUT.jHIiUiiJ ; '''.Jlvjol Ali^pm int J' Snap-On Tool Co, Manual, p, 19, rii\ 31, 32, ic 33 

JT^UIL*] ; Thio is a t .;clinical selection and you should road i'l; diff'^rsntly than 
you road lit jraturo or social qtudies, Thia solcction :?zplain3 
a prooJGG x^hich involv.:3 adjucstinc with a and uocontYic ball 

j oint • 

Thosfi instructions t^ll you ho\j to read material that d^acriboJ^ a 
.)roC'JG3 : 

1, Jtudy til; diajram. Rjad tho namos of tho parts. Then try to 
nam-; t:i-.m vrithout roreadin^ tho labels, 

2, Iljad all of tho boldfacjd headings in tlic stjection +-o find out 
uhat proc.jss ;o vjill bo described. 

3, Rjad th >• introductory para{p7aph, R'-^aI the Tirst section; road 
.just on^j sontonco at a time. If it mizitionii somothinj shovm in 
tho dia^-ram, look back at - the diagram aft or reading the sontence, 
VJhen you ar ; sura that you imderstand that sentence, read the next 
on-; in th-. oami v;ay. :>to.:) and thirfc about oach sentence after 
you hav; read it to mal:.j surfj^ that the meaning is clear tc you, 

1. Aft-?r r adin;: the cntiro noction in this way, try to explain ta 
yourn;jlf i:ithout looking at tlio book just hov/ tho process talcos 
jlac ; . , 

5, Work v/ith .ach of tl*. rcmcvining 3uoti®ns in tho samo v/ay 
that yeu \/orkod v;ith th first on^, 

6, Th ^n do o;ie f ollov;inj"-on a sopara'Lo nhc^ot of paper; ^ . 

a. List in order the Gt»:!ps that tal:^ plac- in the process which 
has b ;on doscribod, . ^ 

b, rra\; a .Ua{;ram. illustrating the proc ,ss you liave.just outlined, 
0. Attach th- abovi; to this job sheet and hand in. 
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REyiDINa SKILLS - Auto. Meoh. 
^ . Draft. 

Eleo. 

Met. Sh. 
ORGAMIZING WHAT YOU HAVE READ 
Recogzxizing Prppaganda 

Job Sheet #1 - 



To recognize propaganda techniques 

Information packet on recognizing propaganda 

\ 

1. Read the information packet on recognizing propaganda. 

2. List below the six propaganda tricks. 

3. Read the following advertisements. Try to identify the tricks 
used. Write their name or names on the linfts below the advertisement. 

Propaganda Tricks 
1- ' 4. " 

2. ; 5. , . 

3. ; 6. „ 

* * * * * 

A. Wherever you go, you see the ne\t Streamjet car. You can hardly drive a block 
without seeing a new Streamjet. And you can't miss its years-ahead glamour 

* styling. Its muscular engine give's you effortless super-power jJerf oinnance 
from idling to to'p speed in seconds.' Streamjet stratosphere ride gives you 
featherbed riding over the roughest roads or smoothest superhi^ways. You 
can't make a better investment for supreme driving pleasure than +he new 
Streamjet. No wonder it's the most popular car in its price class, first 
in sales all over the nation! See your Stpoamjet dealer for your best buy 
in luxury with anazing econoiny. Once you drive the new Streamjet, you'll 
never want to own any other car. 

Trick or tricks used? ■ 

* * * * * 

B. Aro you suffering from Athlete's Itch? Dryfoot brings fast relief through ^ 
new scientific forimila containing a medically proven ingredient. Your doctor 
will tell you that keeping your feet dry is important to control Athlete's 
Foot Itch. Damp, sweaty areas help the fungus Which cam/zfs burning, stinging 
discomfort. Your skin in these areas blister, cracks |/pee la, and becomes 
infected, causing intense itching and pain. This condition is accompanied by 
an offensive odor, too. But fortunately quick reliefir can be yours with Dryfoot. 

Medical science knows today thdtt many methods of treating fungus infections do 
more harm than good because they are too strong- and cause greater irritation. 
Dryfoot soothes, infected places becaiise it is the only leading preparation 
that contains the medically proven ingredient H-7 to keep skin dry and aid 
healing by checking the growth of fungi which cause Athlete's Itch. .Get 
Dryfoot today ai all leading drug counters, and enjoy wonderful comfort. 



OBJEQTIVE ; 
MATERIALS ; 
PROCEDURE; 



READING SKILLS 

ORQANIZINQ WHAT YOU HAVE HEAD 
Recognizing Propaganda (Gont . ) 

Job Sheet #1 



Trick or tricks used? ■ . 

# # # 

Are you putting off that much-needed vacation because you don't have ready 
cash? Then you should know that fun--bound feunilies stop first at the E-Z 
Credit Bank for an easys^to-budgat vaxjation loan. E-Z Credit is a neighborly 
bank where you^ll'find fast, friendly service from folks who xmderstand your * 
money problems. You can have complete confidence in the service fi-Z Credit 
Bank offers. Borrow up to $500.00 with repayment terms you select. More 
than a million loans in five years are your Msurance that people have con- 
fidence in E-Z Credit service. And you can be sure of complete privacy 
and prompt^ court ecus ^ friendly service at the E-Z Credit Bank. Make ybur 
vacation dream come true. See our man at the office nearest you. 

Trick or tricks used? ' 

# ♦ ♦ 

A pleasant-looking service station attendant is pictured cleaning the wind- 
shield of the shiny car in which a smiling customer is seated at the wheel. 
Below appears the following: 

With Mixo Hygrade gasoline you're miles- ahead. Hixo scientists used atomic 
research to bring you new Miio Hygrade, Now you can be protected against 
engine deposits that waste gasoline, cause costly ropairo, and rob your car 
of the power it should deliver. Mixo gives you fast starts, smooth power, 
and sure response at all speeds, with the best mileage oconoigr of any 
gasoline. Pill up at your friendly Mixo -deal ei^-he' 11 bo glad to see that 
your oar is treated to the best possible service. 



Trick or tricks used? 



\ 



mDIIia JJKXLLS - Aiito, Mitch. 

Srafb. 
• Dloc. 

onGAinniiTa vniAT yc>tj iiave r^ad 

Analysing Propagandii 



Job ahojt .a 



(y3JKCTTVU: To loarn to analyse propaganda 



VATJiVaAliu: Information nacb.'t on analysing propa/^anda 



PUOCUDtJIia ; 1. - Read information packot on analysing propaganda, 

2. Analyz e tho cxampl of propaganda v/hich ar.. £;ivon belou. 

3. For .'acli ixamplo, anow^^r tho fivo follovanf; questions: - • 
a. Who is thj propa{,^di3t? 

^ ■ "b. Uhom io Ivj sarvinG? . . ^ 

0. .IHiat is his aim in v/ritinc on this aubj' Ct? ' ' 
To v;hat hxunan interests, dooirus, omotiono, doos h-^ appeal? 
VJhat tiiohniquGO does ho uac? (Propa^janda triclcn) ■ ^ . 

A. Do you uont roada that tin defac id a^d diaf injured by billboard adv2rti3in{j? All 
ovjr Am irioa, beautiful viovra havo boon cpoilod by thu billboard acour(;j* Thoac 
(jycQcor'-'P 'lavcj been put up go thiG?:ly alpn^j somo hichways that thoy arc; now 
billboard alleya, danfr*jrou£J fo^ntotoristG-i Bon't let our novr national hichwayo 
b J clutt /rod by ugly billboardo aa othor roada havo been. VJrito to your Gonsro^^'^ 
man today and ur^ him to oppoae this monaco. ^ ^ ^ c 

1.^ Uho iii th(j prppagandiGt? 
2u V;hom ii3 h: aorvin^j? 
' 3. i;iiat ir> liiG .aim in vrritin^ on thia subj'ict? 

4. To v;hat human intureata, dusiroo, and omotiono docG ]v: appeal? 
v:hat toclmifruoG doea hu uao? 



D. Cair ri/^ht to work is as importqjit as any other ono protested by tho Bill of 

Ri:;hta. Yc.>t labor imiona iiavo d^niod the right to earn a living; bp millions of 
Americans by forcinj •;mployors to cifpi compulsory union contracts. Crookod 
miion boso js, usinj all kinds of 3laildugs<^*iy, hav-.^ k.;pt many . m'^nbors- from 
voting in union elections, or^atin^; slavo labor conditions. Ri^jht -to-work 
lavjs hav ? beon pass ;d in many of our status to protest th;.t3 right of Amtjricano, 
As a patriotic citiiion intorostod in preserving our v/ay of lifo, you should 
writ to mombors of your state legislaturo ur(jins thom to veto for a right-to- 
x/ork law. - 



1. 
3. 

5. 



IJho 13 the propa{jandi3t? 
VJhom is ho G'jrvins? 

V/hat ii3 hia aim in v/ritins on this aubjoot? 

To what human interoata, dfsairuo, and omot ions' doGO hj app/.-al? 
V/hat tjchniquos doea he uoe? 
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READING SKILLS 

ORGANIZING WHAT YOU HAVE READ 
Analyzing Prop, (oont.) ' 



Job Shoot #1 , 

c 

St ovQ, Jonas ts a man who xuideretandfl your probl^nw booauae he's lived them. 
Born in a small tovm^ he made his way up the ladder the hard way. As a boy 
he helped put two brothers and a sister through college by carrying groceries i 
shoveling snowy sidewalks, and mowing'lawns. He still found time to sing in 
his church choir and become an Eagle Scout. In high school he starred on the 
baseball and basketball tean© and was elected class president in his^ junior 
year. ^ 

When war came, he slugged it out with the Nazis in North Africa, Italy i and 
Prance. Returning to work his way through college, he soon ionarried the 
lovely Betty Smith and now has three fine children. 

sieve founded his own successful business in our town. He has always taken 
an active part in community affairs, serving actively in .PTA, church, and 
charity activities. 

"If elected," says Steve, "I promise to do my best for rny.many gopd friends 
and neighbors in Hilltown. They'rq my kind of folks." 

Vote for Steve Jones for mayor, the kind of honest, hardworking, fearless 
leader we need. He's ydur kind of guy. 

a. Who is the propagandist? 

b. fthom is he serving? 

c' What is his aim in writing on this subject? 

d. . To what human interests, desires, and emotions does he appeal? 

e. What techniques does he. lise? 



READING SKILLS - Auto , Meoh. 
ORQANIZINQ mUT YOU READ 

Axialyslng Propagftnda 



Job Shoot //2 



OBJECTIVE ; To learn to analyze propaganda 

MATERIALS t Information packet on analyzing propaganda 

LIFE raagazinoi Jtmo 11, 1971f PP 37? PP 56-56A. 



PROCEDURE: 



1. 
2. 
3. 

4. 



QUESTIONS ; A. 



Review the information packet on analyzing propaganda. 
Obtain the aosfgned issue of LIFE magazine from the file* 
Btamine the assigned advertisement 8 and answer the following 
questions on each. 
Return the magazine to the file. 

Vega Kammback, p. 37 

1'. Who is the propagandist? 

2. Whom is he serving? 

3. What is his aim in writing on this subject? . 

4. To what human intereets, desires, and emotions does he appeal? 

5. What toehniques does he use? 

Goodyear Tiro and Rubber Co., pp. 56-56A - 

1. Who is the propagandiot? , ' , 

2. Whom io ho serving?^ 

3. ^at is-his aim in writing on this subject? 

4. To what htiman intereots, desires, and emotions does he appeal? 

5. What techniques does he use? 
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READING SKILLS - Draft . 
OVBRVIBWIMG 1 

Job Sha«C #1 

OBJECTIVK: To davslop th% skill of ovfrvlwlng a cwcbook or a tachnlcal book. 

(hranrlavlnn la a quick way to gac a Idaa abouc vbac la In a book, a chapcar, 
or an artlcla. By ovarvlirlng you find ouc vbac a vrltar la aaylng wlchouc raad- 
Ing avary word ha haa vrlccan. Thara ara tuo raaaona for ovanrlatrlna (1). To 
axaalna naw satarlal Co find ouc whac ic concalna, and (2). To dacaralna idiachar 
a aptclflc book concalna Infonuiclon you vane. 



MATDIIALS: 1) A Manual of En&lnaarlng Dravlng for Studanta and Draft a»an , 
McGrav-^aill Book Co., lOch ad. 

2) ran ^ • 

PROCEDURS: buiglna you ara looking ac chla book for tha flrac claa and jrant to 
find out what It contalna. 

1. Ra#d tha tltla. 

2. Quickly acan: 

(a), tha tabla of cantttita 

V (b). tha prafaca or forward 

(c) . tha Intr^oductlon 

(d) . tha plcturaa, mapa, grapha, or tablaa 
(a), tha appandix 

(f). tha indax . / 

3. Racord 'your f Indlnga balov: 

(a). Tha tltla of thla book la . \ . , 



(b) . Raad tha Introduction and In your own words atata tha^purpoaa 

of tha book. 

(c) . Xha.tablf of Contanta aboiHI that thla book contalna - 



of aactlona no. 

brokan "down Into of cbaptara. 

no. 

(d). Your ovarvlcw shows chac this book slso concslns chs following: 

Chsck If sppllcsbls 

(1) . Indsx . 

(2) . appsndlx 

(3) . Incroducdon ■ , ,- 



C*). othsr (list) ^ 



(s). Fro« your 4iv«rvlsw, stscs ths purposss for Which you bsllsvs . 
Chls book would bs ussful. 

(1) . 

(2) . 

(3) . 
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READING SKILLS - Draft .' 
- OVERVIEWING I 

^ * Job ShMt §2 

OBJECTIVE ; To d«v«lop thm skill of ovrvlwlng a textbook or a tachnlcal book. 

\ 

Warvlawlng li a quick and affidant way to gat a ganaral idaa about what ^ 
is in a book, a chaptar, or an articla. By ovarviawing you find out what a 
writar ia saying without reading tivary word ha has writ tan. Thara ara ^ raa- 
sons for ovarviawing: (1) To axaaine naw natarial to find out what it contains, 
and (2) ^To datamina whathar a spadflc book contains information you want. 
C ^ ' ' 

' MATERIALS ; 1. ^ Architactura, Dasign, Enginaaring Drawing, Publishad by McKnight 
& McKnight Co., Bloomington, Illinois. 

2. Pan 

PROCEDURE ; laagina you ara looking at this book for tha first tlaa and want to 
find out what it contains.' 

% _ . 

1. RMd tha tltl* 



2. Quickly scan: 

(a) , tha tabla of coiitants 

(b) . tha praf aca or forward ^ 

(c) . tha introduction 

(d) . tha picturas, maps, p:raphs, or tablas 
(a) . tha appandix 

(f). tha indsx 

3. Racocd your findings balow; 

. (a)/ Tha titla of this bbok is 



(b) . Raad tha introduction and in your om words stata tha* purposa 

of Cha book. 

(c) . Tha tabla of Contants shows that this book contains 



' no. 

of sactions, brokan down into of chaptars.^ ^ 

no. 

(d). Your ovarviaw shows that this book also contains tha following: 

Chack if applicabla 

(1) . indax ^ 

(2) . appandix * ° ♦ 

(3) . Introduction ^ 

(4) . othar (list) , 

(a). Fron your ovary^aw, stata tha purposa for which you baliava 
this book would ba usaful: 

(1) . 

(2) . 

• '^^^ • . . * ^ - /' ...... 
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- READING SKILLS - Draft , . 

OVBRVIIWIHGg l 

Job ShMC #3 

OBJECTIVE : To d«v«lop thtk skill of ovrvlwlog a tcxcbook or a tachnlcal book. 

Ovrvlturlpt !• « quick msid •ffldmc way co g«t a gaMral IdM .about what 
la In a book» a chaptar, or an artlda. By ovanrlmlnt you find out what a 
vrltar la aaylng without raading avary word ha haa wrlttanr Thata ara two raa- 
aona for ovanrlawlng: (1). To axaalna oaw vatarlal to find out irtiat It contalna» 
and (2)» To datanlna whathar a apaclflc book contalna Inf onuition you want. 

MATKRIALSt 1. Archltactura , Draftlna . and Daaltn , Haplar, Donald 6 WalUch; Paul 
McGraw-Hill Co. 

2. Pan 

PROCEDURI: laagins you ara looking at thla book for tha fir at tlM and want to 
find out what It contalna. 

1. Raad tha tltla ' 

' 2. Scan Quickly: 

^ (a)^ tha tabla of contanta 

V (S) • tha praf aca 

(c) . tha Introduction 

(d) . tha plcturaa* Mpa» grapha* or tablaa 
(a), tha appandlx 

(f). tha Indax 

3. Racord your flndlnga balow: / * 

(a) . Tha tlcla of thla book la 

(b) . Raad tha Introduction and In your own wordf etata turn purpoaa 

of tha book. 

ft 

(c) . Tha Tabla of Contanta ahowa that thla book contalna 

no* 

of aactlona* brokan down Into of chaptara. 

no. , ^ 

(d) . Your ovarvlaw ahowa that^thla book alao contalna' tha following: 

Chack If applleabla 

(1) . Indax • . 

(2) . appandlx , ^ 

(3) . Introduptloa 

(A), othar (llat) 

(•)• Frott your ovarvlaw. stata tha purpoaa for which you ballava 
thla book would ba uaal^ul: \ 

(1). • ' 

^ (2). 



READING SKILLS - Draft . 

omvuwiMG I 

Job ShMt 14 

OBJECTIVE : To develop thm skill of ovrvlpwlog^ a taxtttook or a tachnical book^. 

Ovarvlawlng ia a quick and afficlapt yay to gat a ganaral idaa about what 
ia in a book» a chaptar, or an articla. ovarviawing you find ^t what # ^ 
%nritar ia aaying without raading avary word hiThaa wrlttan. Thara'ara two taa- 
aona for ovarviawing: (1). To axaaina matarial to kind out what it; contains, 
and (2).^To datantina whathar a apacific book contains inforwation you wantc. 

MATERIALS: 1. Machanical Drawing : A taxt with p1cobl«« layouta, McGraw-Hill Co. » 
N.Y. 



2. Pan 



PROCEDURE: laagina ybu aipa looking at thia book for t ha fljrat tiaa and want to 
find out what it contAina. 

0 

1. Raad tha tit^ : >\ 

2. Quickly acan: 

i 

(a) , tha tabla of coptanta ^ ^ 

(b) . tha prafaca or forward 

(c) . tha introduction 

(d) . tha picturaa/ vapa» grapha, or tablaa 
(aK tha appandix 

(f). tha indax 

3. Racord you findings balow: 

■ . ■ ' ) .■ 

(a). Tha titla of thia book ia ■ / 



(b) . Raad tha Introduction And in your own worda atata tha purpoaa 

of tha book. 

(c) \ Tha Tabla of Contanta ahowa that thia book containa ____ 

no. 

of aactiona»3 brokan down into, of chaptara. 

no. 

(d) . Your ovarviaw ahowa that thia book alao containa tha following: 

Chack if applicabla 

(1) . indax / _____ 

(2) . appandix . 
' (3) . introduction 

(4). othar (liat) 

(a). Fro« yotit ovarviaw* atata tha purpoaa for which you baliava 
thia book w6uld ba uaaful: 

(1) . 

(2) . 

(3) . 
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READING SKILLS - Draft 
OVERVIEWINC II 4 



Job Sheet #1 



OBJECTIVE: Th develop the "skill of .overviewlng « chaptek in a textbook or a 
technical book. ' - . 

p$mssh& is a quick and efficient way to get a general Idea aboiit what Is 



MATERIAJ-S: 



out wjiat a writer 



in a book, a chapter, or^an article. 3f overviewlng you find „ w.^u«, 

Is saying without reading every word he has written. There ari two reasons for 
OAelrvlewing: (1).To examine new material to find out what it contains, and (2)^ 
To determine whether a specific chapter contains Information which you want and 
need. • r 



PROCtlDURE: 



a, 
b. 



1. French, Thomas, and Vierck, Charles,'^ Engineering Drawing , chap-- 
^ ter 8, ^'Sections and Conventions." 

2. Pen 

Overview the chapter as follows: 

1. Read the titie 

2. Read the bold-face headings 

3. Read the opening paragraph(s) . 

4. ' Look for illustrations, tables, symbol char ts,\ diagrams, etc. 

Read the captions. 

- / 

5. Record your findings below: 

The title of this chapter is 

This chapter is divided into 



df sections 



no. 



c. ' Most chapters indicate in the opening paragraphs wh^t the chapter will 
be about. Read the first paragraphs of this chapter and in your own words state 
its pur'pose: 



List all the bold-face headings which develop the chapter! 



e. State the technical purpose for which the information in this chapter 
would be useful: 



reId] 



)ING SKILLS - Draft 

' - * * OVERVIeIiNG II 

* ' . Job Sh«»t #2 * /■ . . 

OBJECTIVE ; To dsvslop th« skill of ovsrvlswlng a chaptsr in a taxtbook or a . 
technical book. . 

■ ■« . . , ■ ... 

.■- \ '- ■ » ■ •■ . ^y. • . . 

Ovcrvlfvlng^ is a quick and efficimt way to gat 'a general idea about what 
is in a book, a chapteK» or an article. By overviewing you find out what a writer 
ie saying without read:^ng every word he has written. There are two reasons for 
overviewing: (1) To examine 4aew material to find out what it contains, and (2) 
To determine whether a spe^cifiu chapter contains information which you Want and 
need. 

MATERIALS : 1. Hepler and Wallach, Architecture , Design » Engineering & Drawing . 
Section, Two, "Service Area." 

2. Pen 

PROCEDURE; Overview the chapter as follows: 

1. Read the title. 

^ 2. Read the bold-face headings.* 

3« Read the opening paragraph (s). ^ ■ ^ 

4. Look for lllustrmtions, tables, symbol charts, diagrams, etc. 
Read the captions . 



5. Record your findings below, 
a. The title of thi* chapter is 



b. This chapter is divided into of sections. 

no. 

c. Mdat chapter^ndioate in the opening paragraphs what the chapter 
will be about. Read the first paragraphs of this chapter and in 
your own words state its purpose: 



d. List all the bold-face headings which develop the chapter: 



e.^ State the te<fhnical purpose for which the information in this chapter 
would bjR useful. 
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READING SKILIS - Drafting 
OVERVIEWINa II 



Job Sheet #3 



OBJECTIVE: To overviev a c^iapter in a textbook without '^writing all the infor-' 
mation down* 



MATERIAIS: French and Svensoni Mechanical Drawing , Chapter 1, "The Language of 
. Drawing." 

PROCEDURE:' Oveirview the chapter as follows: 
^ 1. Read the title. 

2m Read'^ the "bold-face headings. ' 

■I 

3. Read the opening paragraph(s). 

4« Look fdr illustrations! tables, symbol ohartSf. diagramsf etc. 
^ Read the captions* I 

5» If you have correctly following the process of overviewing af 
chapter, you should now be able to state the purpose of this 
chapter without having to write out all the information you^ 
listed in Job Sheets #1 and #2. Complete the following state- 
meni^. • ^ 

The purpose of this chapter is ^ 



READING SKILLS - Drafting 
OVERVIEWINQ II 

' . Job Sk^t #4 

OBJECTIVE: To averuiew a chapter in a text^pk without writing all the information 
down. ^ " • 

MATERIALS: Spence, William P., Architecture. Design* Engineering and Drawing . 
Chapter 11, "Getting the House Built." 

X 

PROCEDURE: Overview the chapter as follows: 

1. Read the title. 

2. * Read the bold-face headings. 

3. Read the opening paragraph(s). 

4« Look for illustrations, tables, symbol charts, diagrams, etc. 
Read the captions. 

5« If you have correctly followed the process of overviewing a 
chapter, you should now be able to state the purpose of this 
chapter without having to write out all the information you 
listed in Job Sheets #1 and'^#2. Complete the following 
statement: 



The puiTpose of this chapter is 



/ 



J 



BEST 



"^Y ' milDIIIG iJKILLS - Draft 

Job Gh.jct /I 



: DJJCTliriJ ; '^o d :v-lo.) tlu akill o!' prcviov/ing an artiolu . 

Ovjrvi n:in;;, ao you havo sc aiv;s you- a t^onoral icloa of v/hat is in a . 
book, a chant :r, or an article. In pr'tvicn/ini^ you talce a cloG jr look at a . 
ohaptv.r, an article, or a booklet to (jtt a moro specific id^ia of its contents. 
You no^; TiiCid the: titl ?, Ix .adincs, and subh^adinsc, viords in jrpecial typu, 
ca;)tioni3| cind notoo. Aliio, you road the first and last para^jrapha and any 
:2urnmai^' you may find* * 

-'/i nrinr: i- moot uiicjful v:ith fjhort s.du'ctions; it ii3 Icaist usoful uith 
1 'Utrt y material, lik^- u tjjctbook. Previewing holps you aav; valuable tim; 
and rrort. It {jivvis you a jood idua of v/hat is. in an article vjithout reading 
vol"' L^ord. « 

rAI!!:rJALJ ; 1. Ila^jaiiinti articleia, "Plexibl- Space" 
2. p jii or pcjncil. 

.^:^!C:r^UiL' ; l. Go to th - f il > cabinet imd obtain the ma{p:ixinc articlu. 

r*. Pr )vicv; the asaiiTied matorial uain/j the following QJ3 your juide. 

a. R.'il thn title. 

b. Read the hoadintP and aubheadin^p . ^ 
'c. lixid th ) first and laat para^rapha. 

d. "Road i/orda, phraaes, and a.'ntoncea in boldface, Italia, 

/ or oth r r3T);;cial typ . . • 
:. R.:ad any nummary that you mi^ht find. 

f. Look at the- pictureo, tables, mapa, and (^rapha. R ;ad the 
cantiun'J. 

J. Anavj :r t-i followinj qujationrs only aa they apply to this manual. 

a. Ph titl . of th^. articlii ia . . 

b. Til :irticlti d.mlti with 

cr. Th firrjt main hjadini; of the article tells 



d. What is the oecond main heading of the article? 
i. Hovj do the illuutrationB, pictures, or dia^rcma help? 
f . Uhat kind of lioto can you find in thiu article, and for 

vjhat would they bi useful? 
R it urn the article to the file cabinet. 
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HEADIT7G SKILLS - Draft 
PREVIBl'JING 

Job SUvi ;t .^2 

QBJnCTIVE ; To d^?volop the skill of praviov/in^? an articlo. 

Ov )rvi:*van{j, a3 you havu seen, ^voa you a general idea of what io in a book| 
a ohaptor, or an article. In prcvievjin^ you take a olooer look at a chapter, an 
article, or a "boolclot to t;<-t*a more spoGific idea of , its content o. Y6u now read . 
tho title, hoadinsa and aubhoadings, vjorda in opecial type, captions, and notes. 
Also, you read th^ first and last paragraphs and any summary you may find. 

* Previewing is most useful vuth short selections j it, is least useful with 
lon^thy material, like a textbook. Previevd.ng ^help3 you save valuable time and 
effort. It £;ivcs you a ^;ood idea of what is in an article without, reading every . 
v/ord. / ' • . 

?lilTERIAL3 ; 1. Magazine article, "Nov/ Idiom of Strength and Texture" 
2. pen- 

PROCBSCHE : 1. Go to tho file and obtain the magazine articlo, "New Idiom 
of Str )nijth and Texture" 
2. Pr'jviui/ing in the assigned material using the f oil owing -fts your ^ 
guide: 
^ a. Read th*. title 
b. Ruad the heading and subheading 
o. Read th(^ first and last paragraphs 

d. Read v/ordo, phrasjs, and sentences in boldface, italia, or 

other special typ'j. 
J. R'jad any summary that you might find. 

f . Look at the pictures, tables, maps, and graphs. Road thcj captions, 
'3. Ansi/or tb; following questions only as they apply to this article. 

a. Tha title of the article is . 

b. The article deals with 



/ 



c.'^^^The first main heading of the articlo tells 



d. -iV/hat is o ;cond main heading of the article? 

IIov; do the illustrations, pictures, or diagrams help you? 
f . /What kinds of lists can you find in this articlo, and for 
' v;hat i/ould they bo useful. 
4« Return the article to the file cabinet. 
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Job VA\ 'ct '3 



(T!Jl;CTiy>: ; To d.^v ilop th : nkill of pri.vitjuirit: an article. 

(-V :rvi .vjin{;, aa you hav; seen, {jivoa you a c^ineral id'^a of v;hat is in a 
booh, a cha:>t :r, or an articl In provicv/in^j you talcci a closer look at a 
cha:)t»r,' an articl.', or a boolrlat to grt a moro specific id' a of its contents. 
You no\i r^jad tho titl , hjadin£:3 and aubhQadincJ3f vjords in spocial -typj, captions, 
and notun. Also, you. r«;ad tho first and last para^pi^aphs and any sununary you may find. 

>'r vic;;in{r is most us ful v;ith short soloctions; it iii least u;j :ful uith 
lonjtliy mat rial, like a tv^:rfcbook, Pr vicviinr, holps you ^javj valuable tim.i' and 
ffcrt. It ;iv.^s ycu a jocd id^ia of v/hat is in an article v/ithout r.jadin;:; ivery, 
v;orl. ' 



mT.;;a;jLJ ; 1. Haja'Jiino articl e, "Curr ent uork; Nn/ IT.'xico and Utah" 

-Prjvii'u th^^ aijsign.id mat.^rial^ usin^ the fcllov/iric as yoi/r {.-uidfj, 

a. U Mid th titl». . 

b. IV:ad tho hcadih.p and subli 'adin^i , 

c. iioad tho first and last ixtrat^-raphs . 

d. n ^ad words, ;)hra3*iS, and s ntonct-S in boldfac}, italia, or 
othtjr s }.;cial typ;. 

I? ad any summary tluxt you mi^ht find. 
f. Loo!: at tho picturoQ, tables , maps, and ;:7raphs. R^ad thti 
captions. 

3. Ansvjcjr thi) follpv;inc qu.stions only as thoy apply to this articl'i. 

a. TL'j titl ■ of the arfcicl*; is ' 

b. Th ax^ticlo fi^^als i.ith . 

c. Th : first main lioadint; of the arfciclo t:?lls 



d. V'hat in the C3ocond main hOradinf^ of th** article? 

Vo\: do tho illustrations, pictur-is, and dia^jrams holp*^ 
f . '.hat '.inds of lists can you find in thir; artiolu, and for v;hab 

v/oulfl tii y be usuful^ i 
U-.turn th. articl^j? to th<; fil • oabinvit. > 



imkmm skills - Draft 



Job Shoot M 



\ 



OBJECTIVE : To. davolop th. chill of prcviovjing^ an artiolo, - 

Ov rviw-vjing, ao you havo se^n, you a gonoral idoa of vjhat ia in a 

book, d chapter, or an artiolj. In provio^finfr you take a oloQGr look at a 
chaytor, or a booklet to (;'jt a more specific idoa of it3 content You no;-; 
road the title, headinga and oubheading:^", words in QpGcial typo, oaptiona, and 
notes. Also, you road the first and last parasraphs and any Qummary you may 
find. 

Pr vi njinti i» jmoGt uoi^sful with short g'oloctiono ; it ic I'^aot useful^ v;ith 
1 jn^hy mat erial, lik'i a-^t'^xtbook. Proviov;inG hdlpQ you a ave valuable j tima 
and 'jffort. It £p.vu»p. you a gtood idoa of what is in an article without reading ov- 
::ry word. - 



MATERIAL J : 
PROCE33HRE: 



1. 
2. 

1. 



3. 



Ila^jassin'j article, "3?eohniquQ3: 
pen . 



VJoatern Parking Garages" 



Go to the; file cabinet and obtain the magasinQ article. 
PreviQv/ the aoaigned mat ^rial uoing the following ao your 
quido: 

a. Road th : title • 

b. R'^ad the hi)adingo and subhoadingG. 

c. Road th^i first and laat paragraphs . 

d. R :ad th.j vjorda , phraaoo, and oontences in boldface, italia, 
or othor npiicial typ';« 

0. R'iad any summary you might find, 

f« Look at tho pictureo, tabloo, maps, and (fn:'apho. H-iad the 
captions • 

Ansu ir tho following questions only ao they apply to this 
mat J rial, 

a. Thj titlj of^ the artiolo is 

article deals wit'i 



b. 
o. 



Th- 

Thii first main heading of the article tolls 



d. V/hat is tho second main heading of tho artiolo 



i. How do the illustrations, pictures, or diagrams help? 
f. VJhat kinds of lists can you find in this artiolo and for 
vihat would they be «eeful? 
4. Return th ; artiolo to the file cabinet when you finish. 



0 



i 
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READING SKILLS - Draft . 
SCANftlNO - I 



Jab Sheet ^ 



QBJEGTIVE : To develop the akill of aoanning for apecifio facta ^ 

^Soaiming is plaxmed hunt-akip-read proceaa for finding a pacific . 
factS| nameo, dateis, eizoOi distances , pricoO| and similar 
information, Whon you have to locate. specific facts, scanning may 
be the best way to do it, 

.When you scan for afc^spooific fact, you do very little reading, 
instead, you allow your eyes to move rapidly over th<5 material 
until you find what you are looking for, 

MATEItlAI^ : 1- Hopler A Wallach, Arohiteoturo, Drafting and Design, 
'^"Area Planning," pp, 10-24 
2. Pen 



'PROOIDQHE: 1. 



2. 



QUESTIONS ; 1, 

2, 
3. 

4. 



5. 



6, 
7. 



Read the questions IkjIow, and scan for the answers one at 
a time, following those guides; 

a. Keep clearly in mind the question you want answered. 

b. Decide in 'what form the answer should appear. For 
example should the answer be a word, a name, a number, 

or a date? 

c. Move yoiir eyes quickly over the page, looking for your 
clues. ^ 

d. When you find what you think is the answer, read more 
carefully, ^ 

e. Stop reading when you havo'found the dori^ot answer, 

f . Record the answer in the apax)0 provdied. 

Time yotirself , You should be able to aoan the material and 
answer the questions in minutes, 

Hhen an architect designs a school building, what are the areas 
involved? 

What is meant \ss a closed plan? 

What are the means of closing an open plan living room in order 
to provide privacy? 

What is one major separation that can divide living room and 
dining room other than a wall? 

The living room shotdd appear inviting comfortable, and spaoiouB. 
This appearance can be accomplished Iqr; 

1. . 2. 



3, 

Living room Jightjiig io divided into two typeo: 

1. 2. 

What io the function of a dining room? 
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READING SKILLS Draft . 
SCAMMIMG - I 



Job Sheet #2 



OBJECTIVE : To develop the skill of spanning for speoifio facts 

Soauming is a planned h\mt-H9kip*-read prooeas for finding speoifio 
faqtSi i^aflsesi daftes/sizesi distanoesy pricoS| and similar inform- 
ation. When you have to locate speoifio faotSi salnming may be 
the beet way to do it. 

When you 3can for a speoifio fact, you do very little residing. 
Instoadi you allow your eyes to move rapidly over the material until 
you find what you are looking for. 

MATERIALS : French & SvonsOny Meohanical Drawibgi pp. 29^306 

Pen , 



PROCEIURE: 1. 



QUESTIONS ; 



2. 



1. 
2. 

3. 

4. 
5. 
6. 

7. 



Read the quest iono beloW| and Qcan for the answers | one at 
a tim6| following those guides: 

a. Keep clearly in mind the questions you want answox^ed. 

b. Decide in what form the answer should appear. Per 
examploi shotild the answer bo a word, .a nateoi a numberi 
or a date? \ 

c. Hove your oyes quiokly over the page, looking for your 
cluoo . 

d. When you find what you think is tho anaworf read more 
carefully. 

o. St'pp reading when you have fotmd the correct answer, 
f . Record the onnwer in the space provided. 
Time yourself. You shoul'd be able to scan tho material and 
emswer the question in minutes. 

Give two coMiderationo of a general deaign? 

What kind of lettering ia needed in making an architectural 

working drawing? 

Give two criteria in house otyles regarding construotioni ap- 
pearance of tho house. 

State at least 3 oharaot eristics of a Georgian house. 
Write ^ oxamplea of contemporary arohitecture. 
What io a thumbnail aketch? 
What are the parto of a working drawing? 
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READING SKILLS - Dimft , 
Spanning -> X ■ 



Job Shoot #3 



OBJECTIVE ; To develop the skill of o canning for apeoif ic facts 

Scanning: is a planned hunt-okip-read process for finding 
specific fadtsy naxoesi dates, sizeSi distances , prices , and 
^ ' similar information. When you have to locate specific faotS| 
scanning may he the best way ta do ±iJ , . 

When you scan for a specific fact, you do the little reading.^«^ 
Instead, you allow yoxir eyes to move rapidly over the material 
until you find what you are looking fbr# , ' ' ' 

MATEI^ALS ! Heplor & Wallach, Architecture , Drafting and Desigg, 
'•Area Planning** pp. 28-40 



PROCEDUHE: 1. 



QUESTI0M3 ; 



2. 

1. 
2. 

3. 

4. 
5. 
6. 

7. 
8. 



Head the questions below, and 6 can for the answers, one 
at a time, following those guides: 

a. Keep clearly ii^ mind the questions you want answered. 

b. Decide in what form the answer should appear. For 
example, should the answer b« a word| a name, a number 
or a date? 

c. Move your eyes quickly over the page, looking for your 
clues . 

d. When you find what you think is the answer, read more 
carefully. 

e. Stop reading when you have found the correct answer. 

f . Record the answer in ihe space provided. 

Time yourself. You should be able to scan the material and 
answer the questions in minutes. 

What is the pui^poao of the family room? 

What are the recommended materials to kefep the noise of the 
varioua activities from spreading to other parts of the house 
Other than recreation room, give two names that apply to it. 
1. : 2. 

A covered platform leading into an entrance of a building is 

called * . ♦ 

Largo porches extending around several sides of a home are 

called? 

A projection from a building similar to a porch is known as? 



The portion of a house which is a place adjacent or directly 
accessible to the house is called? 

Loggia, breezeway, and terrace btq other names applied to the 
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READING SKILLS - Drjft . 
SCANNINQ - I 



Jot Sheet #4 



CBJECTIVE; 



MATERIALS : 
PBOGEIXJHfc: 



QUESTIONS : 



To develop the skill of Bcanning for speoifio facta • 

Scanning ip a planned hunt-«kip-readnprode»8 for finding specific 
faotSi nauneSi dateSi sizeSi distances, priceSi and siailar 
information. Hhen you have to locate specific factS| soanningL m«y 
be tfhe way to do it. . 

When you scan for a specific fact, you do very little reading. 
Insteadf you allow your eyes to move rapidly over the material 
until you find what you are looking for. 

Hepler^allach, Architecture, Drafting and Design, Arec Pla«aing« 

* Pen 

1. Read tfie questions below, and scan for the answers, dne at timet 
following these guides: 

" a. Keep cleaurly in mind the questions you want answered, 
b. Decide in what form the answer should appear^ Per example, 

should the answer be a word, ja name, a number, or a date? 
o. Move.your eyes quickly over the page, looking for your 
clues. 

d. Hhen you find what you think is the answer, read more 

carefully. 

e. Stop reaiJing when you found the correct answer. 

f . Record the answer in the space provided. 

2. Time yourself. You should be able to scan the material 
and answer the questions in minutes» 

1. What is the Hawaiian word for porch? 

2. Enumerate five areas that are involved in the*traffic areas of 
a house? 

3. Name one method of determining the effectiveness of the traffic 
pattern of a house. 

4. What are the requirements in building a hallway in the house? 

5. What do stairs provide? 

6. State some considerations in designing stairs. 

7. The overall width of the ataiz« is the distance across the 
traad a minimum of 3 feet is allowed. However, a width of 



and 



are preferred. 
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RI'lADING SKILLS - Drafting 
SCANNING IfX 



Job Sheet 1 ' 

OBJIOCTIVE: To develop the skill of scannin/? for numerical fagts ^ 

IlATl'lRIALS : French & Vierck, Bngineerinfc Drawing . (lOth edition) See Appendix 
D - A 6? - A - 79 

PROCEDURE:. 1* In Appendix D io^ table of Decimal, of Equivalents, • 

?. Scan the table for anowera to the quest iono which are below# 
3. Time youroelf. You. ohould be able to acan the table and 
answer quQotiona 1-8 in y ♦ minuteg# 



QUI'BTIOIK : 



1. How many threada per inch doeo a 5/l6 diameter bolt contain? 

P. With a ooaroe thread aerieo 6 and I l/2 diameter bolt, what oiae, 
of tap drill to needed? 

3. 'iihat ia the baoic diameter wood ocrow with a nominal cise of 16? 

4. liRiat io the outoide and inoide diameter of a waaher, oize 24? 

5. VIkat io the rainiiimm thicloiooa of lock waoher having 5/l6 dia-* 
meter and opeoified ao hqa^^ duty? 

6. Define taper ; , - 

7. In noroe Taper aerieo, the diameter of gage line io 1.^00 and 
the No* of taper io 4/jt v/hat io the taper in foot? ^ ' 

A vjire ivith P^ vjhat io the oquivaloTit gago ao in imperial 

. Mire gage? 
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. „ • ^ . READING SKILLS - Drtxftinfe 

SGAMIKG II 

Job Sheet 2 ' 

' - ^ • <^ " 

'( 

ODJECTIVR: T0 develop the okill of gcaimin^ for numerical facto . 

MTERIALS: Douglas i^'u.^ uae Book . 

Structural Data & Design Tableo, pp# 60-63» 

} 

.I^QraUl^i Iv 'On tho cpeojl^ied pagep iG a table of oawn^ lumber. ^ . ^ 

2. Scan the table for ancvjero to/ the queotiono which are below. 

3« Time youroelf. You ohould bo able to ocan' the. table and^anower 
» quest iono 1-8 in minutOD. 

* QtJRBTIO!IS : 1. What io the oize of a ourfaeo otook with anominal dimension of 6X10? 

•r ' * 

?. Hov; many bdard foot per lineal foot doeo a piece for a beam having" 
a meaouroment of 6 x IB contain? 

3. V/ith a nominal oiseo of joiot 3 x 8| what io the moment of inertia 
and deflection? ' * . 

4- TOiat io the area of a 18 x ?B beam? 

% Find the oiseo of the jo iota ^ with 1,803,000 moment of yooiatanoo, 
and 1,?00 fiber otrGOO. 

6. S^ind the oection moduluo of a dtoek with 2,547fOOO moment of re-* 
Diotanco. 

7- What ia the ourfacod nise of 14 x 24 beam? 

3. What Disc of plarilc is needed to have a plan!: with 3,040* fiber atreoo? 

Record Time 
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READING SKILLS - Drafting 
SCAMHTCT II 



Jo"b Sheet // 3 



OBJECTIVE: to develop the skill of scanning for nvunerical facts . 

/ ^ • 

MTERIALS : Hepler & Wallach. Architecture. Drafting & Design . Pages 90-99* 

PROCEDURE: 1. On the specified pages is a table of standard dimensions, 

2, Scan the table for jmswers to the questions which are belowe 

3. Time yourself, toxL should be able to soan the table and an- 
swer questions 1-5 in ' • minutes, 

QUESTIONS: 1. ^^hat is the minimum depth for wardrobe closets? 

2. \Vhat is cj. wardrob^ closet? ' ^ 

3. Numerate two parts of a room divider? 



b. 



4. The primary function ^of a bedroom is to, provide facilities for 
sleeping, ^-flxat other function does it provide? 

5., List the furniture a minimum size bedroom should accomodate. 

6. The imll space needed for twin bfeds iB . ■ • ^ ^ 

7. The average square footage of a small bedroom is from ' 



to square feet. 

* ■ ' 1 . ■■ 

3." T'ffien complete soundproof ing. is desired, v;hat materials are needed? 

Record Time - 



READING SKILLS 



1^ 



■ SCANNINQ II - Drafting 



Job Sheet #4 ' 

OBJECTIVE: To develop the skill of scanning for niunerical facts * 

./ ' 

MATERIALS : Douglas Fir Use Book 

' Uniformly Distriljuted Loads for Joist and Beam pg« 76--93 

PROCEDURE: 1. In the Douglas Fir Use Book locate the sizes, foher, stresses, 
shear stress in po-unds per square, inch* 

2. Scan the tatle for answers to the questions listed "belbw, 

3. Time yourself • Record your time in the space "below* 

QUESTIONS: 

1. \^hat is . the total load in pounds, including the wei^t of the "beam you will 
use 2x4 material with a 3*0" span and having a 1200 fiher stress? y 



2. What is the modulus off 
span, the total load iV 



icity of a "beam at a deflection of^ l/^SO of the 
pounU3, including' wei^t of the "bean^ ^ 



4. 



What is the load iii pounds ber lineal foot, including vmi^t of "beam per foot, 
for a 2x6 rraterial with a lfj30 stl^esses and 7*0" spanj/ 

A 6*0*» span with a 3,150 pounds "beam, including tja(e wei^t of it, what size of 
"beam, is required? 



5.^ 
6. 



What's the wei^t An pounds per foot of k 6/io "beaan. with a span of 6*0"? 



With a 2,050 stress on a 7*0»» span "beam,, using 6x18 "beam, what is .the total** 
load in pounds including the wei^t op it? 



7, A joist with 18,500 pounds per lineal foot ^ with a 9'0" span, requires ^hat 
^ize of joist? . ' # 
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READING SKILIS - Draft. 



SCANNING ni 



OBJECTIVE : 
MATERIALS : 

PROCEDURE: 



QUESTIONS : 



Job Sheet #1 

To. develop the skill of aoanning for ^ name and niimber , 

Architect\xre , Drafting and I?e3ign » 
Unit ?!• '^Buildir^g Cost^'S Pp. 459-463 

1. You are to; scan a list of co^t analysis, 

2. Read the que^stions that follow in the list below# 

3. Scan for the answers, one question at k time, 

4* Time yourself. Note your timp on yoi^ Record Sheet, 



1. Approximately 40 percent of the cost of the, average home is 
for materials. What ia the dia^^ribut^d cost for labor and lot? 

2. What are two basic methods of determining the cost of a house? 
a, 

b. ^ - 

3. In addition to these aforementioned methods enumerate three more 
methods, 

c. ^ 

4. What is F.H.A.? ^ 



5. The cubic foot method of determining the cost of building a -house 
is multiplying the cubic volume and the construction cost. If 
the total cubic volume is 14r400 cu. ft J, what is the total cost? 



6, In accordance with the Engineering News Record', what is the price, 
of accoustical ceilings and structural frames? 



a, St ructtfral frames 



b. Accoustical ceilings 



7. The lawyer's, architect's, andysurveyor' s fees are sometimes included 
in the closing costs. State tne average closing cost fees of the 
: above mentioned. 



a. Lawyer 



b, Su3rveyoi7 



Architect 



READING SKILLS - Qraft. 



SCANNING III 



OBJECTIVE ; 
MATERIALS : 

PROCEDURE ; 
QUESTIONS ; 



Job Sheet #2 

To develop the skill of scanning for a name and number . 

Architectvtre . Drafting and Design . 

Section 19, Pp. 452-459" 

Pen 

!• You are to scan methods of checking, 
2# Read- the questions that follow below, 

3. Scan for the answers, one question at a time, 

4. Time yourself, Not^ time on your record sheet. 



1| GtLve one method of determining the adequacy of >roora sizes 
and give proportions, ^ 



2, Give the sizes of the following: 
a, Preezer^ 



b. 8 cubic foot refrigerator 

c. Stove 

d. Dryer 

e. Double Bed 

f . Vanity • 



g. Corner Bathtub 

h. Large Sofa 



i. Dining table for eight persons 



j. Round' dining table for six persona 



3. One of the most effecl^ive methods of checking architectural 
drawings is * 
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HE&DINO SKILLS:^ Draft . 
SCIMMING FOR MAIN IDEAS 



Job Sh^et #1 



OBJECTIVE : To develop the skill of akimmixig for main ideaa 

Skinning for main ideas is a pciragraph-li^iy-paragraph searoh for 
the main ideas in a chapter or an article. When you skim for 
main ideas, you focu3 on each of the major points made lay the 
writer. You still don't read every word, but you now go deeper 
into the material than before • 

MATERIALS ; French, Thomas , Engineering Drawing , Chapter 6, p, 157 



PROCEDURE: 1. 



2. 



Skim the chapter for the main idea. 

a. Read the title. 

b. Read the headings and subheadings. 

c. Read the first sentence of every paragraph. 

d. Read the last sentence of every paragraph. 
Answer these questions. 

a. When details are not clearly presented in orthographic 
projection, what type of illustration can be used in order 
to show them clearly? 

b. Theoratically what type of projection is -similar to 
axonometric projection? 

c. Vftiat pictorial drawing is the simplest to draw? 

d. What are nonisometric lines? 

e. What method of drawing is used in presenting an object 
with many nonisometric lines? 

f . What axonometric drawing is seldom used, ducj to the diffi- 
culty of presenting circles in the projection? 

g. ' What projection or pictorial drawing has axeses which are 

unequally foreshortened? ' 
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IIEADINO SKILLS - Draft . 
^ SKIMMINa FOR MAIN IDEAS 



Job Sheet # 2 



OBJECTIVE ! To develop the skill of skiromin^ for main ideaa 

Skimming for main ideas is a paragraph-l^-paragraph search for 
the main ideas in a chapter or an article. When you skim for main 
ideas, you. focus on each of the major points made by the 'writer. 
You still don't read every word, but you now go deeper into the 
material than before. 

MATERIALS : Hepler and Wallach. Architecture - Drafting and Design 
Unit 24, pp. 145-X51 



PROCEIXJRE: 1. 



2. 



Skim the assigned xrnit for the main idea. 

a. Read the title. 

b. Read the headings and subheadings. 

c. Read the .first sentence of every paragraph. 

d. Read the last sentence of every paragraph. 
Answer these questions. 

a. How do architects and designers develop and record their ideas? 
What rooms and facilities are placed in the basement? 
What is tl>e preliminary- step in designing the floor plan? 
What is meaiit T^y closed ^ilan? 

Where is the open plan mostly used?. \ 
Why is it desirable to construct a hous^ over a long perioiSf" 
of time? 

What part of the house can be added in the future years of 
need? 

Before the initial construction begins, what part of the 
plcui should be drawn? 



b. 
c. 
d. 
e. 
f . 



h. 
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KEADKING SKILLS - Bran, 
SKIMttNa FOR MAIN IlffilAS 



Job Sheet # 3 

OBJECTIVE ; To develop the skill of skimming for main ideas 

Skimming for main ideas is a paragraph-by-paragraph search Tor the j 
main ideas in a chapter qr an article. When you skiro^ for main ideoB/, 
you foctis on each of the major points made by the write|^. You 
still don't read every word, but you now go deeper into'Hhe material 
than before. l 

MATERIALS : French, Thomas, Engineering Drawing , Chapter 10, pp. 289-299 



PROCEIURE ! 



QUESTIOMS ; 



1. 
2. 
3. 
4. 
5. 

1^ 



2. 
3. 

4. 



5. 



6. 
7. 



8.. 
♦9. 

10. 



Read the title. 

Read the headings and subheadings. 
Read the first sentence of every paragraph. 
Read the last sentence of every paragraph. 
Answer the questions below. 

For the production of any p^irt a 



is 



necessary, coinplete with shape and size description amd giving, 
where needed, the operations thai are to be performed \ss the 



What is a casting drawing? 



are mad<^ of cast iron, coated on the 



molding surfaces with a refractory material. 
Types of operations that are made hedting metal to make it 
plastiQ and then forming it to shape on a power heunmer with or without 

the aid of -^special steel dies are called • 

Nameltwo clcisses of machining methods in accordance with the 
operating principle of the machine performing the work, 
a* 
b. 

A machine capable of producing all other machine tools is 
csdled a . 

The general purpose of grinding is to make a 

and more , - • than can be obtained. 

by turning, planing, and milling. 
What is a broach? 

The processing of metals \ss heat and chemicals to change the 
physical properties of the material is called 
Careful . 
production. 



is an important feature of modem 
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RMDINQ SKILLS - Draft. 
SKIIOCKQ gOR WIN IDEAS 



Job Sheet # 4 

* 

OBJEGTIVE : To develop the skill of akinaning for main idoaa 

Skimming for main ideas is a paragraph-l^y-paragraph searoh for the 
main ideas in a chapter or axi article. When you skim for main 
ideas, you focus on each of the major points mztde the vrriters. 
You still don't read every word, but you now go deeper into the 
material than before, 

MATERIALS ; Hepler and Wallaoh, Architecture - Drafting and Design , Unit 35f 
~ pp. 218-232 

/ PROCEDURE ; • 1. Road the title. 

2. Read the headings and subheadings. 

3. Read the first sentence of every paragraph. 

4. Read the last sentence of every paragraph. 
Answer the qpiestions below. 



5. 



3 



gPESTIONS ; 1. What are the two main purpose* of drawing a plot plan? 
a. 

b. . ' . . 

2. The plan showing the types and location of vegetation for the 
lot is palled • 

3. Give two reasoxis why landscaping a lot may be prolonged through 
several years. 

a. 
.b.- 

4. Define survey: 

5. A sui^ey drawing should be t and should do 
wh^ J \ : ' 

6 . What lot dimension? 

7. The angle of each property line from north is known as an 



3. What is a transit? 

9. A drawing board mounted on a tripod is called a _ 
Geographical sxu^ey maps sliow the gemeral contour of the 
area, including feajurea of the terrain stich 

as . and » . . ,_ • 



10. 
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. READINO SKILLS - Draft . 

SKINMIHO FOR MAIN. IDEAS 

Job Sheet # 5 

OBJEGTIVE ; To oheck how woll you have learned the procedure of Bklnadng 
MATERIALS ; Miller, James Nathan, "It»3 a Dead-End lload for the Dropout" 

PROCEDURE : 1. Obtain the opeoified article from the file, 

2. Follow the akinining procedure you have been practicing 
in the preceding job oheets, and skim the article, 

3. Answer the questions below, 

QUESTIONS I 1. What happens to the person who tries to "fake*^ having 
a hif^ school diploma? 
2. List three reasons why students often drop out of school, 
according to -the irticle: 

a. . . • ^ 



b. 



3. Compare working conditions and school conditioM as often 
experienced by the dropout. 

HoK do they differ? 

In what ways are they alike? 

4. Some jobs are "learning 1^ doing*' situations where the 
employer trains you. Are those increasing or :dooreafling7 

Are there more or less people in competition for these 
jobs? 

5. The article states that the hi^ »chool diploma has come 
to mean three thingi. Name them. 

a. * 

b. , ■' ^ 



c. 



6. A high achool drbpout oan alwaya enlist in the kta^ if he 
can't find a job. Yoo No ____ 

Explain your answer. 

7. An employer from Portland, Oregon, ia quoted on his feelingo» 
regarding the hiring of dropouts. Summarize what he says. 
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READING SKILLS - Draft • 
ORGANIZING -WHAT YOU HAVE READ 

Classification 

Job Sheet #1 

OBJECTIVE : To be able to identify a clasGif ication pattern, its subdivisions, 
and the differentiating characteristics of each, 

MATERIALS ; French and Wierck, Engineering drawing, p. 18, fig, 2.2 and 

p, 19, sect. 2,9 

PROCEDURE : 1. The selection assigned is a classification article about 
drafting pencils* 

2. The captibn under the illustration tells you what the general 
pencil classifications are, 

3. Scan the article to find the general classifications. 

4. Now read the article carefully to find the sub-divisions. 

5. In the outline below fill in the correct sub-divisions. 

I. Kinds of pencils 

0 

A. 



B. 



II. Grading of panoils 

A. Soft 

, 1. 

B. Medium 
1. 



\ 



(liot) 



C. Hard 
1. 



III. Uggo for ^aded panoile 
- A. Soft 

1. " 

2. -, 

B. Hard 



HEADINQ SOLES « Dra» > 
. ORQANIZINQ WHAT YOU HAVE HEAD 

Classification • / 



Job ShoQl? #2 



OBJECTIVE ; To be able to identify a elaB0ifioation pattern, its 'Subdivisi^no', 
and the differentiating, ohareiotoriatics of eaoh.^ . 



MATERIALS: 



PROCEDURE: 



French and Wierck,- Engineering Drawing, pp, 40-42, "Classification 
of Alphabet of Lines," 

1. The Qoloction euas^igned is a olaooif ication article about 
Alphabet of Lines, 

2. The drawings for the Alphabet of Xines tell you about 
kinds of linea, ^ \ 

3. Scan the section, "The Alphabet of Lines," to find the two 
types of drawing lines. 

4. Examine the drawings and road the article #2,39« 

5. Pill in the aub-headingo in tha out^line below. 



1. Kinds of drawings 



II. 



A. 



B. 



Widths of lines for finished drawings 

A. . 

B. . • I 

> 1 

=• ^ , • i 
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READING SKILLS - Drafts 
TRA13E JOUBKAli 



Job Sheet #1 



OBJECTIVE ; To booomo familiar with the format and pturpoae of ENOINEiER 

MATERIALS ; 3 isaues of ENGINEER ' 

PROCEHJHE : Note : To ooinplete this job jahept you will be expected to ' 

'^^'—^ •JJgJ yj^Q Qf all the reading skills you have been praotioing. 

1. Go to tho file and ohoose any 3 issues of BWQINEBgl . 

2. Overview each issue of the magazine. 

3. Preview eaoh section. 

4. Answer the following questions. 

5. Return the magazines to the file. 

QUESTIONS : 1. Who publishes ENglKESR? 

2. For whom is it published? 

3. Where is it published? 

4. How often is it published? 

5. What is the price of a subscription? 

6. To become familiar with the magazine, examine all the part. 
List below the special sections which appear in each issue. 

7. How many pages are in an average isauo? 

3. Examine the advertising in ENGINEER . List below four ^ 
specialized products which you find advertised. 

a. . b. 

o. ^- ' 

9. / On the basis of your ovorviewing and previewing, estate in 
your own "words what you consider to" be the purpose of 
ENGINEER. 
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READING SKILLS - Draft . 
TRAIE JOURNAL 



Job Sheet #2 



OBJECTIVE: ^To skim and to comment on 'a variety of articlefe which appear in 

ENQINEER , • 

MATERIALS r 3 issues of ENGIHEER 

PROGEDUHE ; I. Go to the file and obtain any 3 issues of ENGINEER , 

2. Skim a variety of 'articles as suggested in the questiond below. 

3. Answer the questions, 

4. Return the magazines to the file. 

0 

SPECIAL ABTICLES ! ' " t 

' ' ' ' 'J 

1. Skim one feature article. State the title of the article and 
the iaoue (date) in which it appears. 

In your own words, state what the article is about and what inform- 
ation you learned 1^ skimming it. 

2. Skim one editorial. State the issue (date) in which it appears. 

In your own Words, state the topic which the editorial discusses 
and tlxe position which the writer takes. 

« 3. Examine the "New Products" section. In your own words describe a 
a product which is featured which you have never heard of bof o:^*^. 

4. What is the Reader Service card? How does it work? 

5. Read one Letter to the Editor. What io the writer aaying in hio 
letter? 

6. Liat four wayo in which reading ENGIMEBR would bo uooful to a - 
draft Gtnan or an engineer. 

1. 
2. 

3. • ^ 

; ■ 4. 
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READIHG' SKILLS - El»c . 
QVERVIEWINQ I 

Job Sheft #1 * 

OBJECTIVE: To deve^-bp the okill of overviewing a textbook or a technical book. 

Overvlevlng is a quick and efficient way to get a general idea about what is 
in a book, ^ chapter, or an article. By overviewing you find out what a writer 
is saying without reading every word he has written.' There are two reasons for 
overviewing : Cl). To examine ntew material to find out what it contains, and (2). 
To determine whether a specific book contains information you want. 

(» 

MATERIALS : Zbar , Paxil , Industrial Electronics , 

t> PR OCEDURE : 1. Imagine you are lookinr at thicr book for the first time and want 
to find out what it contains. 

?. Read the titlo'^. * - 

3. Quickly scan: 

(a) , the table of contonta . , , 

(b) ."^ the preface or f^wird 

(c) f the introduction ^ 

(d) > the pictures, maps, graphs, or tables 

(e) .** ,the appendix 

(f ) . the indent 

U. Recdrd^ your findings below: 

(a).- The title of this book io - 



(b) . Read the introduction and in your own wordo state the purpooe 

of the book. ' ' 

(c) . The table of contentB ohowo that this book eontaino ^ 



no 



of sections, broken doxm into 



of bhaptora. 



no. 



(d). Your overview ohowo that this book alao contains the following 

Check if applicable ^ , . 



5- 



(l). index 

(P). appendix 

( 3) . introduction f 

W). other (liBt)f 

From your overview otato the purpoae for which you believe this 
book would be uocful. 



(1) . 

(2) . 

(3) . 
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READING SKILI5 - Elec. 
OVERVIEWINQ I 

Job Sheet #2 

OBJECTTVE: To develop the skill of overviewing a textbook or a technical hook* 

Overviewin^ i s a quick and efficient way to get a general idea about what is 
-in book^ ^ chap t er^ or an art i cle» -^ JBy overviewing jyou fin4 out_what a^Jiririter 

tg-withotrt-rea ding e v ary-word-i^e-4iag--tfirit^n# Th e r e ar e tw o r ^aeons-f^r - 
overviewin^ : (l) To examine new material to find out what it contains, and 
To determine whether a specific book contains~infbrmation you want. 

MATERIALS: Kiver, Milt<5n, Transistors . 

PROCEDURE: Imagine you are looking at this book for the first time and want to 
find out what it contains. 

V , ' * 

\ 

• 1. Read the title. " . 

\ 2. Quickly scan: 

a. The table of contents 
' ""b. The preface or^orward 

c. The introduction 

d. The pictures/ maps, graphs, or tables 

e. The appendix • 

f. Tha-i^dex 

3. Record your 'findings below:. 



a.^ The title of this book is 



^. Read the introduction and in your own words state the^ purpose 
of the book: * # 



c. The table of contents shows that this, book contains 



> ^o 

of sections, broken down into of chapters. 

* no 

d. Your overview shows that this book also contains the following: 

Check if applicable 

!♦ Index ■ — 

2. 'Appendix ' t 

3 • Int roduct ion 

. 4. Other (list) 



e. Prom^ your overview, state 
this book would be usefu 



1* 



the purpose for which you believe 
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" , ' READING SKILIS - Elac. 

■ / ^ OVERVIEWING I • 

' , Jo)3 Sheet #3 , 

OBJECTIVE: To develop the skill of overviewing a textbook or a jtechnical book,, 

Overviewing is a quick and efficient way to get a general idpa about what is 

in-^-book^ .a^hapler,- ot aai articlaa. _ , By^ overvi ewin find ou^_ what a writer 

^.—^ — is~8aying' wrt^iotrt-readiitg^^very word— he-^ae-^rtrfetm^ . Th e r e-are 4wo reaaons for 
. overvi ewintf t (l) to examine new material to find out what it cbntains, and 
(2^~'t^'d^^errnine whether a specific^ jlooK^ "contains information yciu wa?it# 

MATERIALS: (Jfciarte and Duarte, Eleg^tronics Assemhl.v Methods ^ 

PROCJnXJRE: Imagine you are looking ^t this t>ook for the first time and want to 
find out what it q9ntains» 

1^ Read the^title# 
* a- Quickly -scan: 

a* The table of contents 
. The preface or forward 

Cm The introduction 
, ^ a. The piq;tUreSf maps, graphs,* or tables 
• e. The appendix 

^ f/ The index 

3. Record your findings below: 



The titl* of this book is 



hm Read the introdiilction and in your own words state the purpose 
of the book» * ^ 



the table of contents shows that this book contains 




no 

of sections broken down into of chapters. 

no 

d. ,Your overview shows that this book also contains the following: 

Check if applicable 

1. Index ^' 

2 • Appendix 

3 • Int roduct i on . 
4. OtHer (list) 

7 

e# Prom your overview, state the purpose for which you believe 
this book would be useful: ♦ 

2. 
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' \ READING SKILLS - Elec, 

OVERVIEWINO I 

Job Sheet #4 

OBJECTIVE:^ To develop the skill of overviewing a textbook or a ^technical book# 

Overviewin^c is a qfaick and efficient' Vay to get a general idea about what is 
ih a book, a chapter # or an article* By overviewin^ yoa find out what a writer 
i^-^a^4n^^i-t4iout~i:'eadi^g-every^ord^ieHi two reasons for 

^overviewin^^ : (l) To examine new material to find' out what it contains,. and 

J2) To determine whether a specific book contains information you want* 

MATE:RIALS: Paber, Rodney B. and Heiserman, Rusell L, Introduction to Amplifier 

PROCEDLlRE: Imagine you are looking at thit^book for the first time and * want to 
^find out what it contains. • 

1, Rea4 the title, 

2m Quickly scan: : * 

a# The table of contents 

^ b. The preface or forward 

c# The introduction 

d* The pictures, maps, graphs, or tables 

e# ^ The appendix 

f# The index 

% Record your findings below: 

a# The title of this book is 



h. Head the introduction and in your own words state the purpose 
of the book. 



X. 



■ \ 

I'- 

The table of contents shows that this book contains 

no 

IP 

of sections broken down into of. chapters. 

no 



d. Your overview shows that this book also contfiiins the following: 

Check if applicable 

Im Index' 

2, Appendix 

"^3. Introduction ^ ^ 

4, Other (list) 



e. Krom jour overview , state the purpose for which you believe 
this book would be useful: 



1. 



3. 



90 
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^ READING SKILLS-iaec. 



Job Sheet #1 



OBJECTIVE ; To develop the sKill Of overviewing a chapter in a textbook or a 
technical hook. 

Overviewiiie is a quick and Xf^icient jway tQ .get^^neral idea about- 
. what ira Fh^lk r'a chap1;-er7-0i^articie^^O22rvi^^ 
a-Mriter-iB-sayS^iithQutJceading^Ty word he has written. There are two 
reasons for overvieWing: (l) To examine new material to find out what it con- 
tains, and (2) To determine whether a specific chapter contains informatioa 
which you w£int and need. ' » 

MATERIALS ; Introduction to Amplifiers, Exp. #4, "An Introduction to Tube 
Amplifies." 

PROCEDURE ; OverviW the chapter as follows; . * ^ 

1. Read the title^ 

2. Read the bold**face hekdings, 

' ' 3. Read the opening paragraphCs). 

4, Look for illustrations, tables, symbol charts, dia^r^raa, #tc. 
Read the captions. 

5. Record your findings below: 

a. The title of this chapter is , . 

b. This chapter is divided into of sections. 

» V no. 

c. noGt chapters indicate in the opening paragraphs whtt the chapter will be 
^ about. Read the first paragraphs of this chapter and in your own words 

state its purpose; 

d. Li3t all the bold-face headings which develop the chapter; 

r- i 

e. State the technical purposes for which the information in this chapter 
would be useful; 

N 



READniG SiriLLS-Elec, 
OVERVDiWniG II 



Job Sheet #r 



OBJl?X^TI\rK ; To develop the alill of overviewiivg a chapter in a textbook or 
a tecmdcal book. 

Overvieui?i^ jg a quid, and efficient way io gei a c^^nc^ml .idea alfont 



:7hcit a trriter is typing vdthout reading every word he has written* There 
are two reasons for o^harviewing; (l) To qxamine new material to find out 
ij^hat it contains, ajid (12) To determine what a specific chapter contains 
iiifox'matioii v^iiph you want and need. ' 

nATFlHIALS ; Introduction t£ amplifiers , Exp. 15, ''jiitroduGtion to graphical 
analysisi of a trans itor eimpHfier'^ 

PHOOMrtJEE: Overview the chapter as follows; 
• 

1. Head the title. . 

i!. Read the boldface heading. 

3» Head the openiia,ik; par^igraphCs). jt 

1. Lool for illustrationSTf^ tables, symbol charts, diagrams, itc. 

lead the captions* 

Record your findings below: 



The title of this chapter i& . 

6 , , — 



♦ 

b. This chaptex" is divided into ' of sections. 

no. 

ft 

G. Most chapters indicate in the opening paragraphs what the chapter will 
be about. Read the first paragraphs of this chapter aid in your own 
words state its purpose: 

List all the bold-face headings which develop the chapter: 



j^.. ;tate the technical purposes for which the information in this chapter 
would be useful: 



i 



^01 
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READING SKILlfi - Eleo « 
OVIKVIEHINO II 



r 



Jot Sheet #3 



GBJEGTIlffi^ — TcH-overview^a-ehapter- in a tesAtook without w riting^alrl the infop- — 
mation down* * 



Overviewing is a quick and efficient way to get a general idea about what is 
in a took, a chapter, or an article* By overvi awing you find out what a writer 
is saji^ing without reading every word he has written. There are two reasons for 
overviewing : (l) To examine new material fo find out what it contains, and 
(2) To determine whether a specific chapter contains information which you 
want and need. 

4 

MATERIALS: Electronics in Action. Circuit 11, "The Oscilloscope" 

\ ^ - « 

PROCEDURE: Overview the chapter as follows: 
1. Read the title. 
24 Read the "boldface heading. 
3. Read the opening paragraph(s). 



4, 



5. 



Look for illuBtr^tions, titles, symbol charts, diagrams, etc. 
Read the captions. 

If you have correctly followed the process of overviewing, you 
should now be able to state the purpose of this chapter without 
having to write out all the information you listed in Job 
Sheet #1 and #2. 



TWe purpose of this chapter is: 



ERIC 
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READING SKILLS - Eleo^ 



OVERVIEWiyQ II 



JOB SHEET H 



OBJECTIVE^ Ta joyerview a chapiar in a texfbook without writing all the infor- 
mation down# 



Overviewing is a quick and efficient way to get a. general idea a^bout what is 
in a book, a chapter, or an article. By overviewing you find out what a writer 
is saying withdut reading every word he has written. There are two reasons for 
overviewing: (l) To examine new material to find out what it contains, and 
(2) To determine whether a specific chapter contains information which you 
want and need. 

MATERIALS: Electronics in Action , Circuit 27, "Introduction to Transistors'f 



PROCEDUHE: Overview the chapter as follows: 



Read 



the title. 



Read 



th^ bold-face headings. 



o 



Head 



the opening paragraph(s). 



Look for illustrations, tables, symbol charts, diagrams, etc. 
Read the captions. 




Tf you have correctly followed the process of overviewing, you 
should now be able to state the purpose of this chapter without 
having to write out all the information you listed in Job Sheets 
#1 and #2. 



The piirpose of this chapter* is: 





BFST 



-:;^^^^Tr ■ * HEABlira SKILL - Bleo^ 



■'r\ri^iunj| a^^ jou iKitV-; geen^ .t i '^^y^ you-,a~£;^ner a r. idea of v:hat iB-_~in >i> 
Jjooh, a ci-tapt .r, oi"* aii article. In pravi.:uin^ you talie d oIo3er look ^t a . * 
"c!l^4:»t■:T7 erticl-^, or ri booklet to :7ct a more 3pecifio idea of its . contentu* 
Yon nou r-ad th ; 4itl-, h^^adin^Pf and tsoibheadines , wor<la in special type, 
^aptiontj, and note^, Aleu, ^-ou r^ad the firot and la^t para^';;raphQ and any 
atimr0ainr . yeu may find, ^- 

'''r:vx idn^ meet ue-ful i-;itli ohort a^'^lectlona; it i^ leaat \idefal with 

lv:n.;jt!^y material. 111;, t , .-rtboolcs • px^evx .-uinc helps you aave valuable time and 

■■jffort. It ^-iveo you a jood idea of uhat is in an article uithout reading 
eVery t^ord* ^ ^|^^ 

IlATEaiiiLoj Color T.l»- t^ervioing Mad-j Eany , Yol. 2, Bamo Publication, 



2W^M'TVlCi 1. Gci,to th:' library -and obtain a .copy of the above book. 

?\ Dt" not Gh"-.cY: tliio bool: o)ut of the library; work on this j 
ehi'et in th',' Tibrary* / * 

?r":vie:; c'iiiar')t.^'r 2 of the acavf^tied bocu: acj folloijs: 



tii ' tit 1 j» / ^ 



b, K ^ad th- headinj-anl JU\;i]wadiiurJ . 
c* Itjctd tli'j fir^t and la^t i^aragrapi© • 

d, R^ad tiord^, r>hrai3 .-^ , 'and o^jntenoe;^ in boldface, italico, 

OT otJier op"-''Cial typ 
-J, K ^^ad cmy jununary t!mt you mi£:ht fii!^. 
f, Lool at t\e pictureo, tablea, maps, \nd ^apha, 
K "ad the oaptiouo. 
U km'^'S :T ilv-: fullovrin;: rfUjotlona; 

- a, Th titl ■ of thi^ chapt ^^r is ^ . 

b • T 1 i el ia % " - t d » a 1^3 i t h *' 



Th: fir^t^ main aeadin.i: of the chapter telle 



d. vrhat iS', tlie 3eoond uain heading of the chapter? 

!!hat information arm you -rpect under thio heading"^' 
f , vltat hitV'l^ of li'^ia can you find in thia ohapter, and for 

t'^hat U'euld th-y b, lue- ful*^' \ 

For \:hzd 'lurpos'- t;oul".i th^^ ini*ormatioh in this ohapt Ji" be ua'^jful":' 
R turn i'.v'^ booh to th ' librai^y "d'^'^k, ^ " 
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r 



# 

1 

C'EJSGTIVB ; To djvjlop thj- akill of pvc'^npvinc ^ chapter. 



■ 0-Vc3rvieuin,v: f as you havj ueen, -'^ you a ,;^en':3ral id^^a of uhat i'3 in "a 



I boo!:,, a chapttL?^, or an articl" . In pr^j^riomnc you take a olos^'ir look at a ^ 

\ -ckai>t jP| on ai*io2x:-<w^ a ^30oktj4~t<^ ;[;*5t a~m^^^^^>*:goif ic id^ia^jof. iAo^ _ \ 

\ You nou read the titl'-, heading, and Qubh'jadinca, words in i^peoial typo, 

\ ca:ition3| and not r^. 

Pr->viot^in^ ia moc5t u^. til vjitli ahort tjeleotion^ ; it li<Mt useful vath I'-^ncrtjiy 
Rjatjriali l^ike a textbook. Pr^r^viei^inti: liirpis you save valuable tim<i and of fort. 
It (jivj^s you a good idea of vJhat ie in an article v;ithout roading ev^r^ word. 

?->'A"P'ekIALS I D^vi^f Sp'cal'iei^BnQloauroo , Houard ^'am & Go. 

PRQCE31IRE ; 1. • <^jO to the library and obtain a copy of ^the abovo book. 

« 2. Bo ' not ohcck^ this book out of tho' library; work in the library. 

3. Pr:viou oUapt-jir jL in thc^ av^al^jned book as follox/a: 
a.— iF{".:^ad the title, 

■■ " ^ b. Road the heaidiiir:^ ^aitd 3ulih^jadin{ja . 

c. E'^jad the fir^t and paraa^'Mi^- 

d. ri-"ad t:ordU, phraijoo, and i3\jntanoes in boldfac"'^, italioi:?, 

or other special ty:i >« " , 
(J. Eoad anj^ nummary that you might find. 

f* Lool; at tho pioturo^, tabl^^s, maps and ^'apha. Read the 

captii'jn^ 

4. ^'AiiBUi-ir tho follov;in^ q-uuGtiono: 

a. Th- titl^^, of thiB ohaptor is ♦ 

b. The chantljir^deaW with * « 



c. Tho f irati main h jading" of tho ohaptur ia. 



d. What IS l^lie second tmin hoadin^^ in the ohapt^ar? 

3. VJhat inf^imation can you expect undor thia heading;? 

f . What kinds of liats can you find in this oha^ori and for 
what v/ould thoy be ut3oful*; 

g. For t^hat purpo3 e would tho information in thia chapter bo 

UDoful? - 

Roturn th"j book to the library desk. I , 
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RMDim SKILLS - Bl^c . 

Job Jhjof „v3 

OBiEC'riVy : To d:'V:'lo;j tho ^Uill of - ;>rovieuizi£ a ci^ptjr. 

Ov^rvicudnc;! -ttJ^ i;on seem, g^lv":;i3 you a general id-ja of v;Jiat is in a 

booit,' a ckapt-jr*, or aii artiol-. In :^r'^vi"ji?ing you tal:e a oloi^ji^jr look at a 
chapt -ri an article, or a bookl^^ mor<:j Bpu^^if ic^ idua of- ito-^ontenio^- 

~Yon no^l 't^aartlo tltl . h.^adin^^Oi' and 'aubh-jadintrf v/ordo in Dpooific tjT)e, 
captions, and not ^o. Al^o, you read the first and laot paragraphs and any 
s3unimary you irtay find. . ■ , 

?r g'deu-inc i'3 ment ua-ful vdth Dhort cs^.-'lv^ctioix^j'^it least useful with 
l'-n^i,Iiy mate-rials, lil:. tc.rtboote. Pr .-vieuing helpa you aave valuable time 
axil ffo'rt. It jives you a- ,[:ood idi a of uhat ie in tai article without reading 

Badand-"ff J: TlaviD, ^pcalrer-EnclQcmrea , Hov/ard Sama A Co, 



£a?C3roi^: 1. Go to tlit Library and obtain a oopy of the above book. 

2. So not oh ck this book out of iihe library; v^ork on this job 
. oh j^^it in the librax*y. 

3. pi'evi v; the chapter entitled "Crossover Netv;orks," as follows: 

a. kead the title. 

b. H::ad tlie headinjG and 3ubheadinc3» 
"0. H .-ad tlie firat rMid laot parag^Tapha. 

d. ' H":'ad uordb, phrao^^':o, aixd sentenoea in boldface, italicD, 
o V o tli ■ I* ;3 "1 c i a 1 ■ t y p . 
R-.ad any ^uraniary that you mi^jht find, 
f. Look at the piot-ar''^e, tables, maps, and s^a^hs. 
* E;ad the captioned. 
!• Mi^i-i r th-L. folloi-un^: qu.^tiona: 



Thj title of the chapter is 



'fh: cHapt'-r d^alD uith 



Til first snain huadiut^ of the ohaptnr tells 



d. :;3iat ie tlio ^eeond main h^3adint; in tho chapter? 

H!i-^t Idndt":? Of liots can you find in this chapter, and for 

uhat ijould th->^y bo OTcd? 
f . .puinmariu'j in your ovrn vjori^ls thu inf*ormation contained in 

.thid diapter arid th ' purpds^js for whioh it would be useful? 
H:turn, ilvj boo!: to th-' library desk. - 
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READING SKILLS - Elec» 
: SCANNING 



OBJECTIVE ; The purpose of the aoanning Pro-Tost is to- help you booomt^ awaro of 



the impo_rtance of havihij: si 
^otli-^ickl7^-^dr^cc\irate3^^ 



LCLca:feing_mpL^oiflo information 



PROCEDURE : 1. 

2. 
3. 

4. 



.Obtain f^om the file a copy of the article 'Trfhit 
a Minis oreen TVV 

When you begin the tes-t, record yoixr time on the line 
Working as rapidly as' possible, find all the inf ormat 
for in each questions* • 
When you finish the Pre-Test record your 4 ^me an^ 
total time it took you to do this. Put yom» iotSl time 
space provided on your record sheet • 




the 
in the 



QOESTIONS; 1. 



3» 

5. 



6, 
7. 



3. 
9. 
Ip. 



BEOIMtNG TIME 
CONCLUDING TIME 
TOTAL TIME 



Om manuflact\irer boasts 'that his minisjjreen set contains . 
number of solid otate devices. 

What IB the Bxte of the smallest TV screen made? . 
How many ways can a portable TV be powered? 
What is the basic cob| for a batteiy pack for a TV set? 
|he antenn^ on most miniscreen TV sets is 4 single rod. What 
xu it called? / 
la a color miniscreen available? - 
List three other features available with a miniacreen TV; 

b. - 

c. - 

Do all sets come with UHP? 
What channels does UHP cover? 

What is the n2une of the new color piot\ire tube which will be 
tised in miniscreen TV? . 
11. Give the typical price of an eight-inch black-and-'White T.V. 




12. What ia the highest price that you can pay for a miniscreen 
T.V. ^ 



13. A T.V. io classified as a miniscreen if it measures lesa than 

square inches. 

14. How many transistors does a miniscreen TV contain? 

13. How many times can tlie battery which comes with a miniscreen 

TV bo i^echarged? ^ 
16. List three problems encountered when putting a miniscreen 

TiiV. in a car or boat: C 

a. i 

■ ■ i( 

b** 

c. ' ~~ 
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R£ADINt3 
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LLS - Bleo, 



Job Sheet 




OBJECTIVE; To devblop the skilX of scftnning for apeoifio facts 

Scaiming is a planned- hunt-efcip-readSi^oess for f indirife sj>eoif io 
factS|^names„ 4atissQt aizeSi distances , prices^ and siyilar 
infornation. Whan you hZLvp to locate specific facts, scanning 
, may be the best way to do it, 

' When you scan for a specific fact, you do very little reading. 
Instead^ you allow your eyes to move rapidly over the material 
"until you find what you are looking for. 

MATBRIALa : SBar, Paia, Eleot ricity^Elect roMos Fundamentals ; A Test-4iab lhn\3 
Exp. ' 



PHOCEHJBE ; 1. Read the following (juestiona, and scan for the ansners one »t| 
a^ime, following these guides: ^ I 

Keep clearly^in mirid the question you want to answer* | 
Decide in what form the answer should appear* Por example 
should the answer be a wordy a name, a nxusberf or a date| 
Move your eyes qtiickly over the page, looking for your <>lu< 
When you find fwhat you think is the answer, read more / 
carefully. , * . / 

Stop reading when you haive found the correct answer. | 
Record the anow.er is the space provided. / 



QUESTIONS ; 1. 

2. 
3. 

4. 

6. 



a. 
b. 

c. 
d. 

e. 
f. 

Timo yourself. Noto your time on your raoord sheet. / 

' ^ . " . " ^ . /; 

How is the resistance value of a resistor identified? 
How io the capacitance value of a capacitor identified? 
What is the difference in basing betwi^en ian oc<al tube and 
7 pin miniature? / / 

JHow many leads are there is a resisiror? In a capawitbr? ^ 
Why is a power transformer so heavy? ^ — 
List three ways in which transistors are used? 
a. ' 
b. 



7. What do the letters EIA stand for? 
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READING SKILLS - Elec . 
SCANNIKG I 



Job Sheet #2 



OBJECTIVE : To develop the skill of scanning for specific ^acts 

Scanning is, a planned hunt-^kip-read process for finding specific 
fact's-— names I dates, sizes, distances , prices, and similar infoniH ' 
ation. When you have to locate specific facts, scanning may be the 
bes^t way 1^0 do it. 

When you ooan for a specific fact, you- do very little reading. 
Instead, you allow your eyes to move rapidly over the material 
until you have found what you are looking for. 

MATERIALS !^ ZBar, Paul, Elect ricity->El ect ronios Pundamentals ; A Tert-^Lab 
Manual. "Brp. #3 ^ 



PROCEDURE: 



1. Read the' questions below, and scan for the answers one at a*1time, 
following these guides:- 

a. Keep clearly in mind the question you want answered. 

b. -Decide an what form the answer should appear. For example, 
should the answer be a word, a name, a number^ or a date? 
Move your eyes quickly over the page, looking for your clues. 
When you find what you think is the answer, read more carefully. 
Stop reading* when you have found the correct answer. 
Record your answer in the space provided. 

2. Time yourself. Note your time on your record sheet. 



QUESTIONS : 1. 



c. 
d. 
e. 
f. 



List the hand tools which an electronics technician \ises. 
State the purpose of each. 



Tool 



Purpose 



2. How does a soldering pencil differ from a soldering gun? 

3. Does the diameter of a wire affect its current cariying capacity? 

4. Where is coaxial oable used? 

5. What is the braided shield on coaxial oable for? 

6. What is a heat %ink? 

7. What is a heat sink used for? 

8. What %s the differejxce between standard and solid hook-up wire? 

9. What is the wattage of heavier soldering irons? 
10. What is the wattage of a popular soldering gun? 



^ 1:' 
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READING SKILLS - Eleo. 
* SCANNINQ I 



Job Sheet #3 



OBJECTI^ ; To develop the skill of scanniiig for speoifio facts j 

Scanning is a planned hunt-skip-read process for finding specific 
facts— names, dates*, sizes, distemces, prices, and similar infornn 
ation. When you have to locate specific facts, ;icaiming may be 
the bests^way to do it. 

When you scan for a specific fact, you do very little reading. 
Instead you allow yoxxr eyes to move rapidly over the material 
laltil you find what you are looking-for. 

MATERIALS : ZBar, Patd, .Electricity-Electronics Fundament al8; A Teirt -^Lab 
Manual Exp . #4 

PROCEIUJRE : 1. Read the question^ below, and scan for, the answers one at a 
time, following these guides: 

a. Keep clearly in mind the question you want^answered. 

b. Becide in what form the answer should appear. ?or example, 
should th^ answer be a word, a name,, a number, or a 

date? 

c. • Hove your eyes quickly over the page, looking ftor your 

clues . 

d. When you find what you think is the answer, read mor€i 
carefully. 

e. Stop reading when you have found the correct answer. 

f . Record the answer in the space provided* 

2. Time yourself. Note your time on your record sheet. 

QUESTIONS ; 1. Why are electrical connections soldered? 

2. •''What is a cold soldered joint? 

3. What^kind of fix is used in soldering electronic components? 
4* What kinds of solder is used in elect ronijt) components? 

3* What precautions must be taken in solderi^ electronic components 
to a printed pircuit board? 

6. What is the purpose of tinning an iron? 

7. What is the ptirpose of tinning a wire? 

8. What is a soldering aid? ^ 

9« What is a mechanical cormection? ' ^ 

10. What happens if excessive heat is applied to a printed circuit 
board? 
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SCANNING I ^ 



Job Sheet ^ 



OBJECTIVE ; To develop the skill of scanning for specific facts 

Scanning is a planned hunt-ekip-read process' for finding specific 
facts~nameS| dates , sizes, distances, prices, and similar inform-* 
ation. When you have to locate specific facts, scanning raay^be* 
the best way to do Ut. ^ * 

When you scan for a specific fact, you do very little reading. ^ 
Instead, you allow your eyes to move rapidly over the page (material) 
until you find what you are looking for* 

MATERIALS ; Delpit and Johnson, Electronics in Action^ Circuit 27 



PROCEDURE; 1. 



Read the questions below and scan for the answers, one at'a\^ 
time, following these guides:^ 

a* Keep clearly in mind the question you want answered. 

b. Decide in what form the answer should appear. For 
example should the answer be a word, a name, a number, 
or a date? 

c. Move your eyes quickly over the page, looking for your 
clues • 

d* When you find what you think is thu answer, read more 
* carefully. 

e* Stop reading when you hAve found the correct answer, 
f . Record the answer in the space provided. 

2. Time yourself . Note your time on your record sheet. 

1. Why is the tenn solid state used ir» connection with transistor? ^ 

2. What does semi— conduct or mean? 

3. Name tWb basic materials which are used in the construct i^on of , ^ 
transistors? 

4. What is the letter symbol for a transistor? . 

5. The base of a transistor is comparable to what element in a vacuum 
tube? 

6. What is the name that is being used in the electronics industry 
to replace the word ••cycle"? 

7. What are two types of transistors? 

3. What do the letters E - B - C stand for? 
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READING SKILLS - Eleo. 
SCANNING II • 



Job Sheet #1 



OBJECTIVE ; To develop the skill of scaixning for numerical facts- 
MATERIALS ; RCA Raceivink Tube ttahual , pp. 530-31 . 

PROCEDURE ; 1. On the specified pages in the assigned material is a table oi^ 
letters. Using the following prbcedure, scan theitable for 
answers to trie questions listed below; 

, a. Keep clearly in mind the questions you want amswered. 

b. Decide in what form the answer should appear. For example, 
should the answer be a word, a name, a number, or a date? 

c. Move your eyes quickly over the page, looking for your 
clues. 

d. When you find what you thiiflc is the answer, read more 
careful ly . 

e. . Stop reading when you have found the correct answer. 

Write the*answer on this job sheet. , 
2. Time yourself. Note your time on your record sheet. 



QUESTIONS ; 



X. What is the basing diagram number for a 7B3 tube? 

2. Is there any other tube on the page that has the same basing 
diagram? - 

3. To what tube must you refer to find ell the characteristics ' 
of the 7B3 tube? 

4. Are the heater ampers of the 7B8 typigal of all the tubes 
on thi^ page? 

5. Is the outline of the 7B3 tube typical of the other tubes 
on the p^e. ^ 

6. The 7H7 has plate volts of 100. List other tubes on the page 
that also have 100 plate volts. 
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READING SKIliS - Eleo . 
SCANNING II 



Job Sheet #2 



OBJECTIVE ; develop the akill of scanning for nvuaerical ^aots 
MATERIALS ; Attached Table of TransfontB 



f 



PROCEDURE; 1, 



QUESTIONS 



2. 

1. 
2. 
3. 
4. 
?. 

6. 

7. 
3. 

9. 
10* 



Using ^he following procedure soan the Table of Transformers 
for answers to the cjuestions which are belbw; . j 

a. ' Keep clearly in mind the question you want answered. 

Decide in what f03?in the answer sho\xld appear ^ for exaiiq)le| 



b. 



should the answer be a word, a nsunci a number, or a date? 



Hove your eyes cpiickly over the page, looking for your 
clues . 

d. When you find what you think is the answer, read more 
careftilly. 

e. Stop reading when y^ have fo\md the right answer. 
Time yourself. 'Soto^oMT time on your record sheet. 

What are the three types of transformers? 

Which are usually the larger ohms, primary or secondary? 

Is a THO-6 an imput or output transformer? 

Is a TM0--8 transformer 369 for a hundred or more? 

Can you get an 8 ohm secondary .transformer in miniture tod 

sub-minittire? 

Does an imput tranirfformer feav^ less than IK secondary in 
miniture transformers? 
What does the * stand for?" 

Does a THCHl transformer cost less than a TOS-1 for 10-99? 
Can you get an imput with a CT either in miniture of sub- 
miniture? 

Does a driver come in a LOOK primary? 
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MINIATURE 



raAMUFORMERS 



SUB-MNIATURES 



Miniatxire and sub-miniature transformers are selected for maxinnun reliability. 
Windings are sealed and all cores are of a hi^ quality heat-treated core 
material. Pins on the printed circuit types (#) are speced for raountingf ease. 



NOTE: » 13 for printed circuit mounting. ) 

DIMENSIONS 

MINIATURE: 5/3 X 5/^ X l/2 inches 
SUB-MINIATURE: l/2 X l/2 X l/2 inches 



) 



MINIATURE 

COST EACH 

tJTOCK NO. TYPE PRIMARY SECONMRY 1-9 10-99 100-up 

OHMS OHMS 



TMO-1 


Output 


500 CT 


8 


.49 


.44 


.36 


«TM0-1P 


Output 


50O CT 


4*3 


.49 


.44 


' .36 


TMI-2 


Driver 


lOK 


2K CT 


.59 


.49 


.39^^ 


*TMI-2P 


Driver 


lOK 


2K CT 


.59 


.49 / 


.39 




Output 


1.2K CT 


4*8 


.59 


.49/ 


.39 


«TM0-3P 


Output 


1.2K CT 


4 & 8 


.59 


.4^/ 


.39 


«TM0-4P 


output 


',aoo 


3 


.49 


.44 


.35 


TMO-5 


lOOK 


IK CT 


.89 


.79 


.69 


*TM0-5P 


Imput 


lOOK 


IK CT 


.79 


.69 


.63 


TMO-6 


Imput 


20K 


IK CT 


.69 


.59 


.49 


^^M0-6P 


Imput 


20K 


IK CT 


.69 


.59 


.49 


TMO-7 


Imput 


500K 


IK CT 


.59 


.79 


.74 


♦TM0-7P 


Imput 


500K 


IK CT 


.99 


.89 


.84 


TMO-3 


Output 


800 


4 & 3 


.49 


.44 


.36 




Output 


800 


4*8 


.59 


.49 


.39 



SUB-MINIATURE 

ST(?CK NO. TYPE . PRIMARY SECONDARY 1-9 10-99 100-up 

OIBUS OHMS 



TOS-1 


Output 


500 CT 


3 


.49 


.39 


.35 


»T0S-1P . 


Output 


500 CT 


3 


.49 


.39 


.35 


TOS-2 


. Driver 


lOK 


2K CT 


.49 


.39 


.35 


*T0S-2P 


Driver 


lOK 


2K CT 


.47 


. .37 


.33 


TOS-5 


Imput 


lOOK 


IK CT 


.79 


.69 


.59 


«T0S-5P 


Imput 


lOOK 


IK CT 


.79 


.69 


.59 
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READING SKILLS - Eleo . 
SCANNING II 



Jot Sheet 



t^3 



OBJEC?TIVE ; To develop thu skill of a canning fo r n\Amberioal facta 



MATERIALS: 



PROCEDURE: 



QUESTIONS : 



Attached Table of Elect olytic C^paoitora 

1. Using the following procedure scan the Table of Electrolytic 
Capacitors for answers tonithe questions whal'dh are below. 

a. Ke^p clearly in mind the questions you want answered. 

b. Decide rn what form the answer should appear. 

o. Move your eyes quickly over the page, looking for your . 
clues. 

d. Wh^jn you find what you think is the answer, read more | 
carefully. 

e. Sto]^ reading when you have found the correct answer. 

2. Time yoxu^elf. Note your time on yoxir record sheet. 



1. 

2, 
3^ 
4. 
^. 

6. 
7. 



What are the voltstge sizes? 

Can you get 5MF^10 volts? . 

Can you get a number of sizes at 25 volts. 

Which costs more, the hi^er the MP or the higher the voltage 
Is ther^j a correlation between the 6 volts group and the 15 
volt group? 

What is the correlation between the 6 volt group and the 15 

*^voIt group? 

Does the stock no. tell you anything about the M.P.? 
If so, what? 

Does the stock no. tell you smything about the volts? 
If so, what? 



JJ5 /o9 



ELECTROLYTIC CAPACITORS 



Miniature Single-Ended Electrolytic Capacitors 

Aliinpniim foil electrolytic capacitors sealed into an aliaminum casa with single- 
ended i^ermination. Their small size and upright terminal structoire make them 
ideal for transistor and printed CTircidt work. Their high quality construction 
gives maximum reliability and minimum leakage. 

COST EACH 

MF VOLTS STOCK NO. 1-99 100 



5 

10 

30 

50 
100 



6 U6-2 .07 .06 

6 U6-5 .08 .07 

6 U6-10 , » .09 .08 

6 U^30 . 09 . 08 

6 U6-50 il2 .10 

6 ^ U6-100 .14 .11 



10 10 _ ^ UIO-5 - .10 --^ .08 

10 10 UIO-10 .11 .09 

30 10 UIO-30 .11 .09 

100 10 UIO-100 .14 s .13 

500 10 UIO-500 .26 .22 

1000 10 U-IO-1000 .33 .2Q 



2 15 U15-2 \ .08 .07 

5 15 U15-2 ^ -.10 .09 

10 15 U15-10 ,12 .10 

30 15 . U15-30 .13 .12 

50 15 U15-50 " .15 .13 

100 .15 ■ U15-100 .16 .14 



10 '25 U25-10 • .15 .U 



ERIC . 



READING SKILLS - Bleo* 
Scanning IJ 



Job Sheet #4 



OBJECTIVE ; To develop the skill of scanning for nuaerical facts 
MATERIALS: Attached Table of Black & White Picttire Tube Characteristics 



PROCEDURE: 



QUESTIONS : 



1. U8ing*the following procedure, scan the Table of Black 
<fc White Picture Tube Characteristics. 

a. Keep clearly in mind the cfuestion you want answered, 
b« Decide in what form the answer should' appear • 

c. Move your eyes quickly over the page, loolcing for your clues* 

d. When you find the correct answer read more carefully. 

e. Stop reading when you have found the correct answer, 

2, Time yourself. Note your time on your record sheet. 



!• 
2, 
3- 
4. 
5. 
6. 

7. 

6, 

9- 



Find a 16 HP4» What is the filament voltage? 

What is the 02 voltage? 

Whfltt i^ the anode voltage? ^ 

What is the deflection angle? 

Does it require an ion trap? 

What i^he weight of this tube? 

What Is the screen area in inches? 

Does to volt/MA rating change with the deflection angle? 
At what deflection angle does the busing change from an 3HR 

to a 12D or 12N? 
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rtEADING SKgXS - m.ec . 
SCANNING ni 

* , Job Jhe.et 1 

* 

OBJEGTIVK; To develop the skill of scanning for a mme and number , 
MAIEAIALS : G.C. jjaectronics Catalog for 71-72, p. 205* 

mOCmUM t 1, lou are to scan a list of antenna lead-ins, 

2, Read the questions, 

3. ' Scan for the answfly^s, one question at a time, 

4, Record your findings below, * ;^ * 

5. Time yourself. Note your time on your record sheet, 

■^U£3TI0Ii3; 1, ca.ve the part no, of low-loss 300 ohm twin lead, 100 ftT* 

2, fflLve the list price \^ 

,3t Gtive the net price - 

if *ilhat lengths does it come in? 

5, What colors does it come in? 

6, What is the weight of 100 ft? * 

7, Does low loss lead come the same as the flat lead per 100 ft/? 



Er|c 1J8 //-^ 



riSlDUJG SKILLS ^ Elec^ 
SCANNING III 



Job oheet -# 2 

OBJECTIVE : To develop the skill of scannliy:: for a name and number ^ 

MAm^AI^: G.C. Electronics catalog for 71-72, p. 117. 

PRQCEOUiiE t 1. You are to scan a list of ii^oor TV antenna. ^ 

2« Read the questions. . 

3* Scan for the answers, one question at a time. 

4. Make use of the illustrations wherever necessary^ 

5* Record your findings below. 

6. Time yourself. Note your time on your record sheet. 

aiM5riON3 ; 1. What is the cat.^ no. for a RGk GU7 1853-1 antenna? 

2. What is the JFD no. for a Zenith 1-101* antenna? 

3. What is the net price for an antenna, cat. "no. 61-81A? 
How many antennas come packaged for cat. no. 6l*-8lB? 



J* 



Do aU lienith antennas on this page cost the same? 



6. Is the Antenna cat. no. 61--818 a dual antenna? 

7. Does the antenna JFD no. TA hB2 come with a wire lead? 



/ 



J 



ERLC 



no 
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laiVDIIJG SKILI^ - Elec. 
SGAIWINg III 



Jo"b Siteet ft ,1 

OBJnCTrn! ; develop tiie skill of scanning for a name and number ^ 
:::\T!aiAlb: . G,C> Electronics catalog for 7W2i P* 112»^ 
PliOGl&URn: 1. You^are to scan a list of laid 



4L^ • 



Read the ruestiond. 

3. Scan for the ansv;ers, one question at a time* 
U Record your findings below^ * 

^ % Tijnne yourself • Note your time on your record sheet* 

,.v 

•^maTIOIE : !• Uhat is the cost of a pointer Imob, cat* no* 25-03,8? 

■ \ Does tliis ijnob come in black only? 

^ . 3. Hov; many of the above knobs come in a standard package? 

4. is the luriob cat* no* r>5"-120 white? ' * 

I I'Jhat, toob uould you use ^ if. •it needed to be a pointer, wai:^mt and 

I ^ i 1/4 iiiches in diameter? \ { \ \ ^ 



\ 



6, v'ihat is the cat. no. and price for a^laiob with a raetSrO-ic insert? 
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Jt)b Sheut # 1 



READING SKILLS - EUc. 
SCIMMING FOR MAIM IDEAS 



OBJECTIVE ; To develop thu skill of skimming for main idoaa • 

Skimming for maiA idoaa i4 a paragraplv-ly-paragraph aearoh for 
the main ideas in a chapter or an article. When you skim for 
main ideas, -you focus on each of the major points made Iqr the 
writer. You still donH read every word, but you now deeper 
into the material than before, 

MATERIALS; "A Mw Era of Portable Power," Elect ronics Digest 



PROCEDURE ; 1/ 

5- 



Q!UESTIUMB ; !• 

3. 
4. 



Skim the attached article for ths main idea^ 
Rea4 the title. 

Read the he^ings and subheadings. 

Read the fiarst sentence of every paragraph. 

Read the last sentence of eveiy paragraph. 



6. Answer the questions. 



6. 



What is the name of the new battery?' 

Can this battery be recharged? 

If 89, how long 6an it be recharged? 

List five tools that are being powered by this battery. 

What organizations have used this battery for starting 

their motors and for standlgr power? 

How long did it take to develop this battery? 



READING SKILLS - Elec. 
SKIMMINQ PPR MAINlmS 



Job Sheet # 2 



OBJECTIVE : To develop the skill of skimming for n»in id 




Skintning for main ideas is a para^praph**by-p&ragraph^ search for tho 
main ideao ifti a chapter or an articlo. When you skim for main ^ 
ideas, you focus on each of "the major points made by tho writer, 
you sTill don't read evory word, but you now go deeper into the 
material than before.' 



MATERIALS : 
PROCEIXJRE: 



QUEdTIOHS. : 



••New Coaxial Telephone Cable" 

1. Skim the attached article for the main idea. 

2. Read the title. 

3. Read the headings and subheadinfi^s . 

4. Read thS first sentence of evoiy para^aph. 

5. Read the last sentence of evoiy paragrapix. 

6. Answer the quosHons. ^ 



1. v;hat 13 the name of this new telephone cable? 

2. What are four advantages of this cable? 
a» 

b. . ■' . 

' c. ■ . . ^ 

d. 

3. Who manufactures the new cable? * . 

4. What is the saving' in production costs of this cable over other 
cables? 



1 



SKIMMING K)R MAIM IDEAS 



Job Sheet // 3 



OBJECTIVE ; To develop the skill of skimming for main ideas 

Skimming for main ideas is a paragraph-hy-iMu:agraph search for the 
* main ideas in a chapter or an articlt^. When you skim for main 
ideas, you focus on eacsh of the major points made by the writer. 
• You still don't read every word, but you now go deeper into the 
iliaterial than before • 

MATERIALS ; "The Electronics Service Technician" 

PROCEDURE : 1* Skim the attached article for the main idea. ' . 

♦2. Read the title. 

3« Read the headings and subheadings 

4. Read the first sentence of every paragraph. 

5^ Read the last sentence of every paragraph. 

' 6. Answer the questions. 

QUESTIQMS ; 1. What is the outlook in the next few years for the consumer 

electronics business? 
2. Whajt has been the yearly increase in factory sales over the 

past ten years? 
3* What are the needs for service technicians? 
4* What is the lasual starting salary per week for a technician? 
5* With several years experience, what salary mi£^t a good technician 

recieve?. 

6. List four things you can do in plaiming your future in 
a. 
b. 

a. 



( 
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READING SKILLS ~ Eleo , 
SKIMMINQ FOR mlN IDEAS 



Job Sheet #4 ) 



OBJECTIVE i To develop the skill of akiaming for main ideas 

Skimning for oain ideas is a paragraph-by-paragraph search for the 
main ideas in a chapter or an article. When you skim for main ideaa, 
' you focus on each of the maj^or poin"^ made by the writer. Tou still 
don't read every word, but you now go deeper into th^ material than 
before. * . 

MATERIALS : Cavallari, P.D., "The Transistor" - Study Guide No. 5i 

I BASIC ELECTRONICS 



PROCEDURE: 



QUfeTIONS ; 



1.. 

2. 

3. 

4. 

5. 

6. 

1. 

2. 

4! 
5. 

6. 



bbtain the specified article from the file. 
Reawi the title. 

Read the headings and subheadings. 
Read the first sentence of every paragraph. 
Read the last sentence of every paragraph. 
Answer the questions. 

How long has it been since people began to xinderstand the 
transistor? 

What are transistors primarily xised for? 
What other uses do they have? 
What company was first to use "the transistor? 
What are two types of junction transistors? 

a. , * 

b. \ 

Draw a common emitter amplifier. # 



ERIC 
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READIiro anLLS - Eleo. 
3KIMMIW0 FOR MAIN IBffllS 



Job Shoot # 5 



OBJECTIVE ; 
MTERIALS ; 
PROCEDURE: 



QUESTIONS ; 



To check how well you have learned the procediire of skiving . 
Miller, Jamus Nathan, "It's a Dead-Bnd Road for the Dropout" « 

1. •Obtain the specified article from the file, 

2. Follow the skimming procedure you have been practicing in 
the four preceding job sheets • 
Answer the questions below. 



3. 
1. 
2. 



3. 



4. 



What happens to the person who tries to "fake" haying a 
hi^ school diploma? 

List three reasons why the article states that students often 

drop out of school: 

a. 



b. 
c. 



Compare working conditions and school conditions as often 

experienced by the dropout. 

How do they diSf er? 

In whr^t ways are they alike? 



Some jobs are "learning by doing" situatioius where the 
employer trains you. Are these increasing or decreasing? 
Are there more or less people in competition for these jobs 



The article states that the high school diploma ^has come to 
mean ^ three things. Name them. ' 



b. 



c. - 

A high school drooout* can always enlist in the kimy if he 
can't find a job. Yes No 
Explain your answer. 

An employ-er from Portland is quoted on his feelings regarding 
the hiring of dropouts. SummaLrize what he says. J"' 



READING SKILLS - Eleo. 
ORGANIZING WHAT YOU HAVE READ 
I. Explanation of a tech. 
process 

Job Shoot #1 

OBJECTIVE t To gain experience in rea^ding the written and diagramatic explanation 

of a technical process. To be able to organize in a list the sequence « 
of events in the process* ^ . ^ ' 

l^ATERIALS ; Duarte and Duarteg Electronics Assembly Hethod3» chap. 3| "Soldering 
principles." 

PROCEDURE ; This is a technical selection and you should read it differently 

than you read literature or social studies. This eeleotion explains 

proccisses which ... ^ 

• * ' , ^ 

. , These instructions tell you how to read/ material that d:escp:'ibes a 
process : 

1. Study the diagram. Riad the names of the parts. Then try to 
name them without reading the labeli. 

2. Read all of the boldfaced headings in the selection to find out 
what processes will be described. 

3. Read the introductory paragraph. Road the first section; read 
just one sentence at a time. If it mentions something shown in 
the diagram, look back at the diagram after reading the sentence, 
read the next one in the same way. Stop and think about each 
sentence after you have read it to make sure that the meaning is 
clear to you. 

4. After reading the entire section in this way, try to explain to 
yourself without looking at the book just how the process takes 
place* ' • ^ ^ 

5. Work With each of the remaining sections in the same way 
that you worked with the firt one. 

6. ^ Do the following without referring back to the book (if possible) . 

a. List in order the steps that take place in the process 
which has been described. 

b. Draw a diagram illustrating the process you have just outlined. 
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imDINQ SKILLS - Elec. 
ORGANIZING WHAT YOU HAVE READ 
I. Explanation of a technical 
Prooeas . 

Job Sheet #2 

To gain experience In readin^f the written an^ diagramatic explantlon 
of a technical process. To be able to organize In a list the sequence 
of event« in the process. 

Duarte and Duarte, Electronics Assembly Methods , chap. 7f "Wire and 
Wire Preparation." 

PR0CE3XJRE ; This is a technical selection auid you sho\ild read it differently than , 
you read literature or social studies. This selection explains 
processes which ... 

These Instructions tell you how/to read mat e rlajl i that describes a 
process. . ^ - 

1. Study the diagram. Read the names of the pprts. Then try ta name 

them wiihout rereading the labels. 
Z. Read all of the boldfaced headings In the selection to find out 

what processes will be described. 

3. Read the introductory paragraphs. Read the first selection} read 
just one sentence at a time. If ii mentions something shown In 
the diagrami look back at the diagram after reading the sentence, 
reaid the next one in the same way« Stop and think about each 
sentence after you have read It to make sure that the meaning is 
clear to you. 

4. After reading the entire section in this way, try to explain to your- 
self without looking at the book just how the process takes place. 

♦5. Work with each of the remaining sections in the same way that you 
worked with the first one. Without referring fcack to the book 
(if possible) do the following: 

a. List in order the steps that take place in the process which 
has been described. 

b. Draw a diagram illustrating the process you have just outlined. 



OBJECTIVE : 
MATERIAI^; 
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^rtEADlNG SKILLS - Eluc , 
OHaANISING WHAT YUU IIAVE RtlAD 
III, Classification 



Job Sheet ,n 



OBJECTIVE : To be able to identify a .classification pattern, its subdivisionai 
suid the differentiating characteristics of each, 

HATERIALa ; Gerrish, Electricity and Electronics, pp, 107-109 * 



PROCEDURE : 



1. Th^iaelection below is a classification article about capacitors. 
2* Thebold--faced headings tell you what the general classifications 
are. . * 

3. The underlined headings name the small classifications under 
a general heading. 

4. Scan. the article to find the general classifications. 

Clue phrases to look for are: (Examples - three dif . kinds) 

5. List on the chart below the general classifications 

6. Now read th^s article carefully to find the subdivisions 
and their characteristics. 

7. Pill in on the chart t^e subdivisions. 

3. List t!he characteristics which differentiate one group from 
the other. 

^3 



TYPES OP 
CAPACITORS 


SISE AND 
SHAPE 


.SYMBOL 


DOES IT 
HAVE A & 


NUMBER OP 
LEADS 


TYPE OP 
MATERIAL 














1 




















































































t 
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c READING SKILLS - Eleo. 

, QWAmZim WHAT YOU HAVE REAP 
If|* Claaaificatlqn 

Job Sheet #2 



OBJECTIVE : To be able to identify a olauaaification pattern, its subdi- 
vision, the differentiating characteristics. of each. 

MATERIALS ; Gerrish, Electricity 4 Electronics, pp. 41-43 

PROCEDURE ; 1. The selection below is a classification article about 
resistors. 

2. The bold-face headings tell you what the general class- 
ifications are. 

3. The underlined headings name the smaller classifications 
under a general heading. 

4. Scan the article to find the general class if icat ions. 
Clue phrases to look for are: (Examples— three different 
kinds) 

5. List on the chart below the general classifications. 

6. Now read the article carefully to find the subdivisions 
and their characteristics. 

7. Pill in on the chart the subdivisions. 

3. List the characteristics which differentiate one group 
from the other. 



TYPE OP 
RESISTORS 


SIZE AND 
SHAPE 


WATTAGE 


SYMBOL APPLICATION ' 


MATERIAL 
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Job Sheet #3 



liEAMNG SKILLS - Bloc. 
ORGANIZING WHAT YOU HAVE READ 
III. Classification 



(OBJECTIVE ; To be able to identify a classification pattern, its subdiviaion, 
and the differentiating characteristics of each. 

WATERIALo : IKxarte and Buarte, Electronics Assembly Methods , page 5 

PROCEDUtffi ; 1. The selection below is a classification article about Units of 
Quantity. 

2. The bold-face headings tell you iriiat the general ciissif ications 
are • 

3. Scan the article to find the general classification. Clue phrases 
to look to look for are: (Examples — three different kinds) 

4. List on the chart below the general classification. 

5. Now read the article carefully, to find the subdivisions and 
their characteristics. i 

6. Subdivision* are listed. Pill in the Units and their abbreviations. 



ERIC 



RESISTANCE 


ABBliBV. 


VOLTAGE 
UNIT 


ABBHEV. ' CURrWYT 
UNITS 


ABBREV, 






































































































1 








1 — 






■ 
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READING SKILLS - Bite. 
OROANI^nNQ WHAT YOU HAVE READ 
III. ClMSlfioation 



Job Sheet # 4 



OBJECTIVE ; To be able to identify a ciaasification pattern, its subdivisiona 
and tne differentiating characteristics of each. 

MATERIALS ; Duarte and Duartei Electronics Assembly Methods, page 90-93 

% 

PROCEDURE : !• Thu selection below is a classification article about 
inductors, 

2,' fhe bold-»face headings tell you what the general classifications 
are* 

3# ScatTthe article to find the general classifications. 

Clue phrases t6 look for are: Examples — three different kinds 
4* On the chart below the general classification are listed. 
5. Now read the article carefully to find the subdivision and their 

characteristics • ^ 
6* Pill in the chart from figures 12-7 page 93. 



TYPE OP 
INDUCTORS 


SHAPE 
AND SI2E 


SYMBOL ^ 


LEADS 
IDENTIFIED 


COVERING 











































V 
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HEADING SKILLS - Elec . 
0RGANI3ING WHAT YOU HAVE READ 
III.* "Effects and Cause" 



Job Sheut #1 



OBJECTIVE; To gain in identifying causey that produce an effect 
MATERIALS; Article; "Super Long Electromagnetic Waves" 



PRtXJEDUHE; 



1. 

2. 
3. 



4. 



Go to the file to obtain the specified article. 
Read the entire article. 

In this article, the effect of something is given firat* Then 
follows am explanation of the cause . Sum up in your own words 
the effect as stated in the article. Write on the 1 ine, below 
Sum up three of the causes which produced this effect. Write 
the causes on the approximate lines below* 



EFFECT: 



CAUSES: 1. 



3. 



5. Heium the ariicle to the file. 



ORCiANI^aNQ WllAT YOU IIAVH UEAT) 
111. "Effcoto and Cauaeo" 



Job ahuot #2 



OBJECTIVE : To caiii'oxperience in identifying oauses that produce an effect. 
MATERIALS ; Article-. "Steps to Safety" 

PRUGEDOltE ! 1* Go to the file to obtain the specified article. 
—"^-^—^ 2. Rjad the entire article. 

3. In thia article the effect is given first. Then follows an 
explanation of the causes which produce this effect. In your 
own words state ikhe effect on the line below. 

4. Find six causes which produce this effect. Write the causes 
^ - on the approximate linaa beloH. 



EF'FSCTj 



1. 



3. 
4. 



5. 



6. 



5. Return the article to the file. 



0 



Job Shoot #3 



lilSABINO -JKILLG - Kleo. 
OltGANini'NG WHAT YOU IIATO ItliAD 
III. "Effect and Causua" 



OBJECTIVE; To gain experience in identifying caxises that produce an effect, 

H/VTERIALcj ; Article: "Tape Recording S:^tems" 

PROCEDUriiE ; 1. Go to thu file to obtain the specified article;. 
9|| Rtjad the entira article. 

3. In this article the effect is cjiven first; Then follows 
an explanat ion of the causes which p^^oduce 'this effect . 
In your^wn words state the Effect on the ^lines below. 

4. Find' as many caxisea as you can which produce this effect. 
List the, causes on the lines below. 



BPPSCT: 



CAUSEii: 



5. Return the article to the file. 



ERIC 



READING SKILLS - Elec . 
ORGANISING WHAT YOU HAVE READ 
III* "Effects oand Caaioes" 



Job Sheet ^ 



OBJECTIVE ; To gain experience in identifying causes that, produce an effect* 
MATSRIALa ; Article: "Yesterday" 

PROCEDURE ; !• Go to the file to obtain the specified article, 
2. Rcjad the entire articl©* 

3L. In this article, the effebt is given first. Then follows an 
explanation of the causes which produce this effect > In your 
own words state the effect on the line below. 

'4, Find as memy causes as you can which produce this effect* List 
the catisea on the line below. 



EFFECT; 



CAUSES: 



5, Return the article to the file. 



J Or- 
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READING SKILLii II - Eleo. 
ORaANIZINa WHAT YOU HAVE READ 
jT. Causo and Bffucl^ ^ 



Job Sheet #1 



OBJECTIVE : *To f::aih uxporieAce in identifying effecta produced by jfcaxises. 
' « To determine how and why the causes had the effects they did. . 

MATERIALS : Duartti and Jhiarte, Electronics Assembly Methods , Chap. 9 

PROCEDURE ; In the assigned material the causes are given which lead up to 
some effect . 

■-- * ♦ 

1. Find ihe catises in the^ chapter and sum them up in a few words 
on the line following cause. 

2. Then find tho effect and sum it up in a few words on the 
line following effect . 

CAUSE: . . 

GAU^E ; • ' 



HEADING SHLLS 11 - Elec. 
ORGANIZINQ WHAT YOU HAVE READ 
III. C«ttao and Ef fact 



Job Sheet ji'2 



O BJECTIVE ; To gain experienoe in identifying effects produced by cauaea. 
To determine how and why the causes had the effects they did. 

MATERIALS ; "Cover Story" attached 

PROCEDURE : In the attached article the causes are given which lead up to 
~ some effect. • 

1. Find the causes in the article and stun it up in a few words 
on the line following cause . ^ 

2. Then find the- effebt and sum it up in a few words on the line 
following effebt . . 



CAUSE ; . 

CAUSE ; 

EFFECT; 



COIOER STORY 

' \ ^ 

When oompletedi the Browns Perry Nuoleir Plant (shown on cover)* , 
will be the worlds largest steam eleotric plant. It will have a oapadity 
of 3f456|000 kilowatts of electricity in three units of 1,152, 000* kw • 
each. The tmits had been scheduled in for operation consecutively in 
I97O1 l^Tlf and 1972, but o^)eration of the first two units will be later 
than originally planned bscause of a delay in equipment deliveries* The 
side of the plant is in Limestone Countyi Alabanai on the north side of 
Wheeler Reservoir. 

Although the nuclear plants will qtialify as **heavy industry" in term 
of size I their impact on the environment will be a vast improvement over 
fozmer systems. Nuclear plants have no fuel storage pilei no smoke, and 
leave no residue^ in the vicinity. They will be quiet | cleaiii and will 
follow modern architectural trends in design of the various buildings in 
the complex. * ^ . 

Todayi goverrikient and industry are working together to develop new techr- 
nology to cope with air pollution problems* These technological advances can 
not only improve control of present air pollution sources , but can in many 
instances replace them with new i)ollution-free substitutes such as electric 
heating and the nuclear power plants. Perhaps even greater potential lies 
in the development of a practical electric oaTf which could reduce the 
single largest source of air pollutant8<~-i»fael powered vehicles* 



\ 
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llEADING SKILLS - liluc/ . 

oHaANiziNQ mm you have \im) 

VI ♦ Major aa4 Minor Ddtailo 



Job Shoot /A 



OBJHCTIVE ! To gain practice in finding central topic^, jrnajor and minor details 
in paragraphs. 

♦ 

MATERIALS ; 1. Basic Electricity and^ElectronicS t hy ZBar 
~" ^ Selection is experiment on: vacuum tube power amplifiers 

2. Informational packet on blaock diagrams and paragraphs 

PROCEDUBE ; 1. Carefully read the informational packet on outlining a 
paragraph. 

2. Read the selection. 

3. Mal:e a block diagiWQ of this (or these) paragraphs. 
Make one diagram for each paragraph-. 



ERLC 
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READING SKILLS - Klec . 
ORGANIZINQ WHAT YOU HAVE mi) 
VI . Major and Minor Dotails 



Job Sheet #2 



OBJECTIVE ; To gain practice i;i finding central topics, major and minor details 
""" ' in pareigraphs. 

MATERIALS: 1. Basic Electricity and Electronics by Sbar 

Seljaction is the experiment on the lound speaker. 

2. Informational packet on Block Diagrams and Paragraphs 



PROGEDURE ; 1. 

2. 
3. 



Carefvaiy read the infomation packet on outlining a paragraph. 
Read the selection. 

Make a block diagram of this (or these) paragraphs. 
Make one diagram for each paragraph. 



1 40 
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READING SKILLS - Eleo. 
ORGANIZINO WHAT YOU mVE REAP 
•VI. Major MSTninor Mtail* 



Job Sheet #3 



OBJECTIVE ; To gain practice in finding central topics, najor and minor details 
in paragraphs. 

MATERIALS ; !• Baaic Electricity and El#otronio8t ZBar ^ 

Selection in the experiment on silicon controlled rectifier (SCR) 
2. Informational packet on Block Diagraiw and Paragraphs 

PROCEDUHE ; 1. Carefully read the informational packet on outlining a pMH 
agraph* 
2. Read the select ion^ 

3^ Make a block diagram of this (or these) paragraphs. 
Make one diagram for eadi paragraph. 



/ 



' flBADING SKILLS - Eleo . 

ORGANIZING WHAT YOU HAVE READ 
VII. Statement of Fact 

• * * 

Job Sheet #1 

OBJECTIVE : To gain oxiperience in reading a detailed statement of fact pattern. 

MATERIAL^ ; YESTERDAY "HISTORICAL EVENTS IN ELECTRONICS" attached. 

INFORMATION ; This selection gives strai^t information alwut a topic. 

The facts are dense and they may contftin a definition or a sj»te~» 
ment of a principle* The best way to read this material is /to 
look for the main idea and then the cluster of supporting ideats, 
^ for eahc main idea. 

PROCEBUHB ; 1. Preview for headings, words in italics, and illustrations. 

2. Read the entire selection rapidly for general information. 
Read as fast as you can. Time yourself and record time 
here . 

3. Answer the genel*al fact questions below. 

4. Read the informational packet on Block Diagrams. 

. 5» Make an outline for each paragraph in block diagram form. 
6. Write out any definitions of principles you find stated. 

A- General Pact Questions: 

1. How long ago did automatic telephones begin? j 

2. vVhfit jtyp^^ of telephone companies were the first ones? 

3. Who developedj^ a telephone system without an operator? 

I: 

B. Block Outline Form 

G. Definition or principle: 



1 .1* 
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BEADING SKILLS - Elec> 
flRQAH^NG WHAT YOU HAVE READ 
VII* Statement of Pacrt 



Job Sheet #2 



OBJECTIVE; To gain experience in reading a detailed statement of fact pattern. 



MATERIALS; 



INFORMATION; 



PROCEDURE: 



Informational packet on Block Diagramo 
Article: "Magazines and Books on Magnetic Tape" 

This selection gives straight information about a topic* 
The facts ate dense and they may contain a definition or 
a statement of a principle* The best way to read this matex^ 
ial is to look for the main idea and then the cluster of 
supporting ideas , for each main idea* 

1. Preview for headings, words in it Alios, and illustrations* 
^ 2. Read the entire selection rapidly for general information* 
Read as fast as you can* Time youraelf and record time 
here . 

3. Answer the general fact questions below* 

4. Read the informational packet on Block Diagrams; 

5. Mfitke am outline for each paragraph in block diagram form* 

6. Write out any definitions or principles you f?.nd stated. 

A* Gene.'al fact questions: 

1. Who developed talking books? 
2* Who were they developed for? 

3. What type of books are available under this plan? 
B* Block outline form 
C* Definition or principle: ^ 



1 AM 



/3y 



. READING SKILLS - Eleo. 

ORGANIZING WHAT YOU HAVE READ 
VIII. Outlining 

Job Sheet #1 

OBJECTIVE ; To outline a paragraph to show the relationship between the 

main idea, and the relationship between major and minor details/ 

MATERIALS ; PORTABLE COLOR CAMfiRA HAS MANY APPLICATIONS , article below 

PROCEDURE ; 1, Read the informational packet on outlining paragraphs 
carefully, 

2, Read the article once as qtiickly as you cant to get the main 
ideas, 

3, Read the article over again more slowly and make an outline 
of the paragraphCa) below. Be sure to use Roman numerals 

If Ilf III for the main ideas; capital letters for the major 
details; Arabec numberals for minor details. 

sat^Tioy ^ 

PORTABLE COLOR CAMERA HAS MANY APPLICATIONS 

A broadcast-quality color television camerai small enou^ to be carried 
by^an astronaut on a manned lunar explor)ation missioni may also find use in 
a» number of industrial and broadcast television applications, * * 

Tho camerai ito portable powor aupply, and receiving and transmitting 
radio equipment weight a total of 56 pounds, as contrasted to an average of 
200 pound)3 for compafable color TV cameras, not including power supply. It 
wau developed at RCA*d Astros-Electronics Division in Princeton, N,J. 

The camera was designed to be carried and operated tajf one man, making 
it suitiible for use in manned Itinar exploration. It could be carried on the 
moon an exploring austronaut to provide scientists with color views of the. 
lunar environment. The pictures could be viewed instantly on earth TV re- 
ceivers and could also be stored on conventional video tape to provide a 
record of the Scenery for later detailed analysis. 
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READING SKILLS - Bloo. , 
OHOmaiNG WHAT YUU HAVE RKAD 
VIII. Outlining 



Job Shoo^ //2 



OBJKC'ri¥E: To outline a paragraph to show the relationship between the main 
* idea, and the relationship between raajor and minor details, 

MATERIALS ; Article below, NEW DOUBLE LIFE LEAD-ACID BATTEmf 

PROCEDURE ! 1. Read the informational packet on outlining par«eraphs carefully. 

2. Read the article once as quickly as you can to get the main 

ideas . 

3. Re-read the article more slowly and make an outline of the 
paragraphs. Be sure to use Roman numerals I, II, III for 
the main ideas} capital letters for the major details; 
Arabec numerals for minor details. 



SELECTION: 



NEH DOUBLE LIFE LEAD-ACID BATTERY 



A new cylindrical lead-acid battery, whose performance actually improves 
during the greater part of its lifetime and whose life span is twice that of 
other batteries, has been developed by Bell Telephone Laboratories. 

' Th- new battery has an anticipated life greater than 30 years— doubling the 
typical 15-year life span of present batteries. The iojproveroent is achieved 
without increasing Ihe weight or voltuno of the cell. 

B-dl syatoto telephone companies will use the new battery primarily as a 
aourc' of emergency power should commercial power sources fail. The Bell 
Syetom purchases about $15 million worth of batteries each year, and expects 
that the new batteries will be made by outside suppliers— as are all Bell 
iSYStem batteries. This develop^jent will provide the Bell System with a common 
batt.iy design, reducing about 66 different battery configurations to possibly 
as few as foxir. 

Tho batteiy, is covered by U.S. Patent No. 3,434,833, issued to L.D., 
Babusci. B.A. Cretalla, D.O. Peder. and D.E. Koontz, as well as a number of ^ 
pending patent applications. The battery was discussed at a recent bymp-^ 
osium for battery jmnufaotxirors in Murray Hill, N.J. 

on-' of the unique features of the new battery is the use of circulars 
grids made of pure lead— a material that corrodes more slowly than commonly 
used lead alloys of calcium or antimony. 

The cylindrical -design provides a more rigid structure than the familiar 
rectonguiir shape and thus petrmits the use of the softer pure lead. 



1 r* 
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^ , READING SKILLS - M0t* 
- ^ . OVERVIiilWnJG I 

" ^ ^ ^ . Job f^heet ^ 1 ' 

OBJKGTIVK : To develop the skill of overviewinp: a textbook or a technical book, 

Overviewinr is a quick an(| efficient wety to i^fiX a general idea about what io 
in a book, a chapter, or an furticle. By overviewing you find out what a writer 
is sayintf without reid'inc every word he-has written** There are two reasons for 
OYerviewinft: (1)» fo examine new material to find out what it contains, and (2)# 
To determine whether a specific book contains information you want* 

MATERIALS : Petei*son, American Labor Unions , 

PROGEDimg: 1, Imagine ypu ^ure looking at this book for the first time and want 
' to find out what it contains* 

2* Head tho title. ' " ^ 

Quic* l;; Mcan: 



a, L^*ie Table of ^ f^ontents 

b. 2ie i^reface or Forward 
c* triie Introduction 

d* 'riie pictures, maps, graphs, or tables 

e# Tiie Appendi^t ^ 

t. The Index 

Record your findings below: 

a» The title of this book is 



b* Refid the introduction or foi^ard and in yoiy:* own words state th 
purpose of the books 



c#* ThD table of contents shows tliat this book contains ^ 

* no* 
of sections, broken down into * of chapters* 

no* 

df* Your overview shows that this book also contains the following: 

Check if applicable 

CD. Index ' 

C 2 ) • Appendix . 

C 5) . Introduction 

C^*). Other (List) \ ^ 

From your ovi^^view state the purposes for 'which you believe tiiis 
book wottlii be useful: 

CD. 



0 



^ READING SKILLS - Met. . 

* , ' _ OVERVIEWIHG I ' , { 

Job Sheet # 2 

OBJECTIVE ; To develop the skill of overviewing a textbook or a technical book. 

. Overvieving is a quick and efficient way to get a general idea about what is 
in a book, a chapter, or an article. By overvievlng-you find out what a writer 
is saying without reading every word h? has written. There are two treasons for 
overviewing: (l). To examine new material to find out what it contains, and (2). 
To determine whether a specific book contains information you want. 

* ft * 

t^TERIALS t Kursh, ApprenticeBhips in America . 

PROCEDURE : 1. Imagine you are looking at this book for the first time and tfant 
to find out what it cbntaina . 

2. Rea;d the title. 

, 3. Quickly scan: * 

(a) , the table of contents 

(b) , the preface or forward 

(c) , the introduction 

/"(a), the pictures, maps, graphs, or tables 

(e) . the appendix 

(f) , the index 

h\ Record your findings below: 

(a) i the title of this book is . ^ - 

(b) . Read the introduction and in your own words state the purpose 

of the book. 

(c) . The table of Contents shows that this book contains -■ 

no. 

of sections, broken down into of chapters. 

no. 

(d) . Your overview shows that this book also contains the following: 

Check if applicable 

( 1 ) • Index - 

(2) * Aj^endix ^ 

(3) . Introduction 

* Other (List) 

5. From your overview, state the purposes for which you believe this 
book would be useful: 

(1). 

.(2), 
(3). 



READING SKILLS -Met, Sh. 
OVERVIEWING I 

Job Sheet ^3 

OBJECTIVE: To develop the skill of ovcrvlewlng a textbook or technical book. 

<>verviewing^. Is a quick and efficient w^y to « get a general Idea about what is 
in a book, a chapter » or an article. By overviewlng you find out what a writer 
Is saying without reading every word he has written. There are two reasons for 
overviewlng: (1). To examine nev material to find out what it contains, and (2). 
To determine whether a specif ig book contains Information ypu want, 

!!ATER IALg ; Lindbeck and Lathrop, General Industry 

PROCEDURE t 1. Imagine you are looking at this book for the first time and want 
to find out what it contains. 

2. Read the titled 

. 3. Quickly scan: ^ 

(a) . the table of contents 

(b) . the preface or forward 
• (c) . the introduction 

(d) . the pictures, maps, graphs, or tables 

(e) • the appendix * 

(f ) . the index 

4. Record your findings below: ' ^ » 
^ (a). The title of this book is ^ _ 



(b) . Read the introduction and in your own words state the pur- 

pose of this book* 

(c) . The Table of Contents shows that this book contains 



no. i 

of sections, broken down into of chapters. 

no . 

(d). Your overview shows that- this book also contains the following: 

o Clieck if applicable 

(1) . index 

(2) . appendix " 

(3) . introduction . . 

(A) . other (list) . 



From your overview, state the purposes for which you believe this 
book would be useful: 

(1) . 

(2) . ^ 

(3) . 
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' K\f n ^ UMADIIIO :«C1LL3 - Wet, Sh. ' 

Job IJlioot f 4 

i 

0!kT?!X;TTVi:j To develop the ^hill of overviewinc a textbook or a technical l)ooL. 

Overyie'-dn^: m a cuick and efficient wa^^ to get a ceneral idea about what 
io in a boo!,, a cbzpter, or article. "By oVerviewinc you find out> what a 
uriter Guying t;itlidut reading; every v;ord he has written. There are tv/o reasons 
for overvieuing: (l) To e>:amine nev; material to find out what it contains, and 
(: ) To det^Grodtie whether a specific book contains iirformation you want. 

flilTl'^TALo ; riacliine Tool Operation , Part !• ^ 

- rROGll!l^URi: : • t-. Imgine you are looking at this book for the first time and want to 
find out vjkat it contains. 

Read the title. 

quickly scan: . 

(a) the tablo af contents * 

th) the preface or forv/ard 

ic) the introduction 

(d) the pictures, maps, {graphs, or tables 

X * (e) the index 

4. Record your findings belov;: 

(a). The title of this book is ^ 



(b) . Read the, introduction and in your own words state the purpose 

of this book. 

(c) . Thp Table of Contents shows that this book contains ' 



no. 

of sections, broken down into of chapters. „ 

no. 

(d). Your overview shows that this book also contains the following; 

Check if applicable 
^ 1 ) . index ^ 

1. appendix - , 
' 3 ) • introdxtct^ion ^^^^^^^^.^ 
,1). other (list) 

i'j)* Prom your overview, state the purpose for which you believe 
/ this book v;ould be uceftxl: 
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READING SKILLS - Met* Sh > 
OVERtflBWING II 



Job Sheet # 1 



OBJEX^TrJEt " To leyelou the skill of overviewing a chapter in a textbook or a 
technical book,^ ^ 

Qyerviet'^iW" is a guick and efficient v;ay to get a general idea about what is 
in a book, a chapte:^, or an article. 5y overviev/ing you find o\it what a writer is 
saying: without reading every uord he has written. There a^re tvjo reasons for 
overviewin^-; . (l) 'Po examine nevi material to find out what it contains, and 
(2) To' dtermirie whether a sped if ic chapter contains information which you need.. 

♦ 

M1*KEIALS ; !!cCabe and Bauer, netals. Atoms Alloys , chap. #1. , "Cutting the 
Ei,r':e of Civil ligation." * 

PEOCEDUfO!: ; Over view the Chapter as follows: ' ^ 

1. Read the title. 
2'i Read the bold-face hea^i^fis. 

3. Read the opening paragraph ( 

4. Look for illustrations, tablei^, symbol charts, diagrams, etc* 

Read captions 

% Record your findings below: 
a. Th#- title of this chapter is 



b. This chapter is divided into of sections. 

no. 

e. Moot chapters indicate in the opening paragraphs 'what the chapter will be 
about. Read the firut paragraphs of this chapter and*ln your own words 
3tate its purpoce: . • 



d. List ail the bold*^face headings which develop the chapter: 

e. State the technical purpose for which the information in this 'chapter 
would be useful* 



READING SKILLS - Metal Shop 
QVERVIEWING II 



Job Sheet #2 . | , 

i 

OBJECTIVE: To develop the skill of overviewing a Ghaptei| in a textbook -or a 
technical hook^ 

Overview ing i s a guick and efficient way to get ai general idea ahout what is 
in a boojc, a chapter, or an article. By overviewing you find out what a writer 
-is saying without reading every word he hw written. There are two reasons for 
overviewin^ t (l) To examine new material to find out what it contains, arid 
X2) To determine whether a specific chapter contains information which you nefed, 

MATERIALS: Machine Tool Operation . Part I Chapter #1, "The Machinist Trade/* 

PHOCEDURE: Overview the chapter as follows: 

1. R^ad the title. 

2. Read the hold-face headings • 

3. Read the jDpening paragraph(s). 

4. Look for illustrations, tables, symhol charts, diagrams, etc. 
Read. the captions. 

5. Record your findings helow: 

a. The-title^of ^>iis chapter is : [ : 



b. This chapter is divided into ^ of sections. 

no * 

c. Most chapters indicate in the opening paragraphs what the chapter will be about. 
Read the first paragraphs of this chapter and in your own words state its 

put pose: / 

i 

d. List all the bold-face headings Which develop the chapter: 

, e. State the technical purposes for which the information in this chapter would ^ 
be useful* 



READING SKILLS - MEtal Shot) 
OVERVIEWINQ II 



Jot Sheet #3 



OBJECTIVE: To overview a chapter in^ a texttook without writing all the infor- 
mation down* 



HATERIALS: Iman and Koch, Labor in American Society . Chapter #2, "Craftsman 
and the Courts." 



PHOCEBURE: Overview the chapter as follows: 

1. Head the title. 

2. Read the bold'-^face headings* 
3« Head the opening paragraph(s). 

4« Look for illustrations, tables, symbol charts, diagrams, etc. 

Read the captions* 

jr 

5« If you have correctly followed the process of overviewing a 
chapter, you should now be able to state the purpose of this 
chapter without having to write out all the information you 
listed in Job Sheets #1 and #2. Complete the following state- 
ment: 

.J . ,, ^ ^ 

The purpose of this chapter is 
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READING SKILLS - Metal Shop 
OVERVIEWING II 



Job Sheet #4 . 

I 

OBJECTIVE: To overview a chapter in a textT)ook without writing all the infor- 
mation down. 

MATERIALS: Kurshi Apprenticeships in America t Chapter #2 1 "Wanted, More Skilled 
Horicars." 

PROCEDURE: Overview the chapter as follows: - t 

!• Read the title ^ * 

2. Head the bold-fape headings 

3, Read the opening paragraph(s)« 

4« Look for illu^rationSf tableSf symbol chartst diagramSf etc* 
Read the captions* 

5* If you have, correctly followed the process of overviewing a 
chapteri yoU should now be able to state the purpose of this 
chapter without having to write out all the informatibft you 
listed in Job Sheets #1 and .#2, Complete the following state- 
ment: ^ f ^ 

The purpose of this chapter is: 
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ERIC 



BEST C"^ "^T 



KEAEIIKJ SIJLLS ^ Met . Z\u 
PlffiVISflNG 



'3 Ob mvz it n 



('BJKCTI¥ij: 



d .'V jlop t ht' 5£?vLill of preiricuin^ an artiol j. 



, Ov^ rari uia.^, as you liavj seen, £;iv-a you a £;t;neral* idea of what in a 
bciol:, a clui -t i-x*, or 201 aJ^tiol In pr^vi .uin^ you takci a closer look at a 
chapt-a*, an -irticl-^i or a .booklet to got a more specific idea of the contenti^* 
Y u now r .c^'l trij title, headin£73 and aubheadinc^, wordB in t^pecial typj, captions, 
and notjicJ. you read the fifut and laat paragraphs and any summary you may 

fiud,\ ^ ' * 

?r-.vi i;i,uj is moat Ui2 ful with ^hort Selections; it least useful with 
1 aerfcic' mat l ial, like* :t t' ttbook. Pr i^vi jwin,:; helps you oave valuable time 
ant! effoi't. It ^ £;oud idea of v/liat is in an article t^ithout r- adin^; 



IlilTSKIALJ: 



-tosrson, Am rioa's Labor Uaiona, Part II, chapter 3. 



rKi:^Ji;n»l^M: : . i^jTie;^ chapt r 3f part 2 of the assigned material usin^ th-^j follov/inc 

^-reC'jdure: 



!• ' 11' .'a«! "the titl-'." 

2, H.-.aJ til'., headin>j3 axid subh'^ :*adin^ . 
3?^ Head the first and last pai^a^;;rapiiS, 

d» R^^v uorJa, phi-a.Sj-s, and sentences in boldface , italips, or 

otu" r c:;e .-eial type, 
* K.ad ctny summaiy that you mi,r;ht find. 
6« Loel: at tJi>; pictures, tables, maps, and graphs, I'ijad the 

caption^. 

7. AuJU- r til : folloidn,::; ju -^stions; 

a. TU^. titl^- of the seotion„is 

b. rhis Auction of the book deals with 



c. -Th : fif^st main h .'adinr of the ooction t-lls 



d. Vihat is the second main heading of the section? 

J. >:hai informatiod, can you expect undjr this heading? 

f . r?hat kinds of lists can you^find in this 3c*ction, and for 
uiiat tiould th-y"be usv-ful? 

g. irFor ifhat purpDS j;s vjould the inf or?:iation in this chapt r 

Ik iiSeful? 



ERIC 
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a diaiiit'i^r, or^^,,hrticl-,> ' lA ^ t^v^^/^rh^viin;^ ^m. tokxi a closer lool: at -a^ chai:?t .^>r, an 
tu^tiol^^, c»r a bdoklat to a mor". so^vcifio id^^a of tlpj a>onti.^nt3. Jou novj r^jad 
thj'^titl-j, }i'-a'ito/>i-f aaid iJ'abhcadin^ ^ vK*rd0 i!^ £Ji>ecial typ;j, captioiib/ cmd notes* 
AlBo, ^-ou ^■'■a'i tto firot agid la3t para^jraphs and any nummary y^ii «mac/ fi-nd. 

*^£S-^i.JiHiJ* moqt. uaiL^nl^.. aith -.i^liort L3el<oti;tioiio ; it ics'laaist uu .-ful with 
I'ipil-ti^j mat-'inal.3|. Ixk^j'h t"->:i.Wol:. % B v;lf3a you sav- valtiabl*^- "tim^ and 

-jfrdrt^. .-, It ^ji-v-^'jK .you a ^^^od-^id^ja bf what is "in ail art icfl'j without reading* ^"^vory 
uord. < k c " ' - 

i^BRIAL^J ! ^^idick, B.J-., Labciir . Today , . Ghapter d,- Part 1. ' 
' ?mtiEWl\B\ ^ : r jvi jw Chapt jr d, 1 of the assigned material uoi,n£; tlij followinc: 



1. R ?0':.d the ti>lc. t . - ' ^ . 

J* &^ad th ; heading and cjuliji^-adingp. 
3.,4Kjadth' firjt ;^id laot para^^aphu. 

c-E^ad all qliotatienc and a^jutenGuij. sot apart in special typ^* 
^i, R'jad an,:.; ^aJwiiHry timt you xidi^iX find. m 

t., ^fjDoi-: ai th'j .dDtuT":^^, tabl''";^, mapa*, and f,^apiu3. .fead tte ca:>tionu, 
■?•« jlii^v;--^r ttie folloudnc qucationB: 



^a.t'^/Phe tit it* cjff the onafitor^ i63 

» b. Tb'j iiiforiT*ation- ,ocntaint:^d in the ohapt-^r dt^ala viith 



c. 'In your ovm wordo list tv/o upiniona givun r^^irardin^t 
autowatiorf: ' 



•4 



d. Stat': isf.y our. i3vm vjordo your int^jrpr'iitatic-n of the atat-jmont 
in tkia chapter, "It ivJ ojumutimea said that autorration dot-m- 
%\\ci laboi^er to the status of a a-jrvant to a machino,-" 



erJc 
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Job Sho-t n 



^^PJIJCTIVI:: : dn>vulu|;i thr ukill of pxn^vi jwln^" an artlol^i. 

i»v rvi v-in^, you hav" 3e;^n, ^;ivea you a jjn^jral id a of v/hat iii in a 
.boo!;, a ohajt r, or an articl^i. In prcvi jwing you tal^j a cloSf-?r look at a 
ohapt X'l an article, or a boultlet to ^^t a more specific idea of the .oontonto. 
You ncm r ^ad tli-^ titl-, IxeadincQ and aubbjadincSf words in j^jpocial typo, captions, 
and not ra. Aloo, you read the first and last paragraphs and any 3\immary you may 
find. ' ■ ^ ^ *A 

.^reviowin^ is most ub -ful with short 3»i?].ection3; it ia' least useful with 
l^n^.1; y mat ;rial, lik^? a i^teirtbook. Pr jvi^jwin^ helps you sav: valuable time and 

ffort. It jiveq you a good idea of v/hat is in an articl^ji without ro&din^ uvcry 
uurd. 



lUfLlIllALJ : '>jpx-^^ of the: publication Steel Facts , 

u^R^v^OKR';^^ ; I. "lo to th ■■ file .and obtain copies of Oteel Facts . 

\ rUnd an article vjhich interests ydu and ^r jyh:iu it, uoinj th-^ 
followin> ;-,rrocedui*e; 



iiead tlie title. 



b. If.ad th". h^.adin^L/" and ^Jubh j'ading*c5. 



•a. Head th- first and la^t para^^aphs. 

IL-ad uordBf phrasse^, and Sent-'^nces in bi'd'ifaou, italiou, or 



other apecial typeG^ 



PLad any summary that you might find, 
f. Lool: at tb-^ picture::, tables, maps, aiid ^^raphs. Read the 



capt ions . 



/mswer th , fcdlov/in^' questions: 

a. Tlu' titi ■ of the article' is and it appean 




Thm artiel'- deals vdth 



firis^t riiain headin^i; of the article tells 



i. 



Vli: oth'-r main points v;hich the article deals with are: 



(1)., (2) 

(3J._ (4) 



/ 




f • 



For vihat purposes v/ould the information in this article be 
useful': 

:.";ummariw- in tuo or three sentences the content of tir:' artiol 




r 



Job ahK^ 

uBJECTI.¥E : To ijvdop tlie akill of pro H^^winc an artiolta. 

j.Tvi :uin,j^ as you hav\: iseen, tTi'^/'^ja you^a ^-encral iJ-a of what in a 
book, ix G.ha;"t r/ or an article. In previa.: vdn^L: ycm tab^3 a cloj^ca^*. look ut a. 
ohapt ir, ail artiol'-j, ca" a booklt^t to .r^et a .more ....specific idea of' the contents. 
You noi-J r.-gd thj title, heading, aiid subheadin;^*3, ^^ord^J in opeoial ty^<;2, 
captious, a.M iiote^s. Aiao, you read th-^ fix^t and ^ last paragraphs and an^^ . 
DuiJjmary you tnn^. find. 

?T ,v-h Jiu^: iu mo'st ucjcful X'/itlx csiiort n^jleotiensj; it ic l*^jaot useful with 
I'Aiijt mat rial, lik'- a tot-rtbook. PrWi ;inn£^ hi'.j;lp3 you savo \'aluabl - tim^^^ and 
ffort. It c'lv^iB you a .rjood^idja of what is in an article v/ithout r^^adins oyery 
nor dm 

Wif^Ml&LZ: HooieQ of th publication Th^j: g-jd^tationiQt . 

PHOCEHJM ; 1. Go to Uvj file and obtain copies of The FtMi^rationiat , 

C. Find an article which int^::irest.3 you and provieW it, using the 
Vo 1 1 owi nc pro o o dure : 



a. 


Read 


the title. 


b. 


R'j^aci 


the h^jadings and ^ubh^t^adings. 


c . 


R'jad 


the firat and last paragraphs. 


d. 


Read 


t;ord3, phrases, and sentences in boldface, italics, or 




othc 


r li? 'oial type. 




li rad 


any ^unimarv^ tJiat you migVit find. 


4;* 
i *- 


♦ 1' 


^it the pictures, tabl-^s, maps, and graphs. Head the 



captions . 
An3v;er tht following questions: 

a. The titl of th article is 
in the 

^ (date) 

b. Thi3 article deals v/ith 



md it appears 



i3sue of The Federatiorast . 



0. Th"- first main heading of the article tells 



d. The other main ooints which the article deals with are: 
(1) ^ (2) 

ii] - (4) ^ 

^j. Mhat kindG^ of lii^ts found in this article, and for v;hat would 
th"jy"be Ut^eful? 

f. Surnmai^i^e in tv;o or three sentences the content of the article. 
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REM)ING SKILLS - Metal Shop 
SCANNING 

Pre-Test 

\ 

OBJECTIVE: The purpose of the Scanning Pre--Test is to help you "becomef aware of the 
importance^ of having skills in locating specific information both 
quickly and accurately. ' 

PROCEDURE: ^ 1. oHhen you begin the test, record your time on the line provided. 

2. : Locate the boo^^B assigned in the library, in the classroom,* or in 

the Metal Shop. 

3. Working as rapidly as possible, find all the information asked for 
in each question. 

4. When you finish the Pre-<Pest record your time and figjire your tptal 
time. Put your total time in the space provided on yotir Record 
Sheet. 

BEGDfllING THE 

QUESTIOIJS: ^ * • 

* 

1. l.ti. IDgTAL;? WORK 

Before screws had to be cut by hand, 

(date) 

r. Cooleyi R.II., Complete Metal Working: 

PileQ are named and classified according to length, sectional form, 
and _^ . 

3. General Industry . ^ 

Tbfre are tnariy kinds of arc weliiing, such as (l) . 
(?) . and 



(3) 



4. -Tucker and Son Cataloff ^ 

V/hat is the package qiiantity of 1/4 dia. x 2" long carriage bolts? 

5. ^outh Bend Catalog: . 

What is the cost of 6 flat, smooth 10" long files? 

6. General Metals , p. 71 

What is the aecondaiy color marking on an E6D16 electrod? 
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riEADING SKILK3 - Metal Shop 
SCANITING PRE-TEST . P. 2 ; 

II * 

7. Do All Cutting Tools ' Catalog , pp. 86-87. 

What is the decimal eruivalent of a numher 12 drill? 

8» 1)0 All Cutting Tools Catalogs 

What is the qatalog number ^of a 10-24 C. 2 Piute * plug Chamfer H 3 
limit Tap Sfsries No. D-305? " ' 



Concluding Time 
Total Time . 



'RjyiDING SKILLS - Metal Shop 
SCANNING I 



Job Sheet #1 



OBJECTIVE ; To develop the skill of 8 canning for apeoific facts 



Scanning is a planned, hunt-akip-read process for finding specific facts- 
names, dates, sizes, distances, prices, and similar information. When 
you have to locate specific facts, scanning may i>e the best way to do it. 
When you scan for a apeoific fact, you do \'ery little reading. Instead 
* you allow your eyes to move rapidly over the material vmtil you find what 
• you are looking for. ° . ' 

MATERIALS; . l.A. Metalwork, Unit 13, pp. 65-67 

PROCEDURE ; Read the following questions and scan for the answers, one at a time, 
'following these quides: 



a. 
b. 

c. 
d. 
e. 
f. 
C- 

QUESTlOlKi; 1. 

2. 

3. 
4. 

5. 
6. 
7. 



Keep clearly in mind the question you want answered. 

Decide in what form the answer should appear. For exa«ple, shoulji 

the answer be a word, a name, a number of a date? 

Move your eyea quickly over the page, looking for your clues. 

When you find what you think is the answer, read more carefully. 

rtop reading when you have found the correct answer. 

Record the answer in the space provided. 

Time yourself. Note your time on your record sheet. 

is a way of cutting a spiral groove 



around the outside of a bolt or shaft. 
The most cotnmon screw thread series are 
and 



The 2;" National Course bolt has 
Hand taps are made as 



threads per inoh# 
. or 



taps 4 

cut internal threads, 
cut isrtamal threads. 



are the same 



as taper taps except that they are used for holes smaller than^". 

A device used to hold the die is called a die 



A complete set of common taps and dies in a wooden carrying case is 

called a ' 



READING SKILLS - JET. SHOP, 
SCANNING I 



Job Sheet #2 



OBJECTIVE ; To develop the skill of a canning for apeoifio faota 

• Scanning is a planned hunt-eki'p-reaji process for finding specific facta—. 
names, dates, sizes, distances, prices, and similar information. When 
you have to locate specific facts, scanning may~bethe hest way to do it. 
When you scan for a specific fact you do very little reading. Instead, you 
allow your eyes tp move rapidly over the material until you find vdiat you 
are looking for. 

MATERIALS ; Cooley, R.H. Complete Metal Working, ••filing," pp. 36-40. 



PROCEDURE: 



QUESTIONS ; 



Read the questions below and scan for the answers, one at a time, 
following. these guides: 

Keep clearly in mind the question you want anawered. 
Decide in what form the answer should appear, for example, should 
the answer be a word, a naae, a number, or a date? 
Move your eyes quickly over the page, looking for your cluea. 
Record the answer in the space provided. 
Time yourself." Note your time on yotir record sheet. 



1. 
2. 



3. 
4. 



5. 



'6. 
7. 



V 

What ia the name for* the portion of the file that reoeives the handle? 
Piles are named and olaasif ied^ according to what three factors? 



a« 
c« 



Single cut files are used on hard or soft metals? 
What is meant by the safe edge of the file? 
List the files named on these pages; 



What is the main fault in filing? 

Turning the file 90° to the 
called ^^^^^ filing* 



and moving it sideways is 



161 



OBJECTIVE: 



MATERIAL ; 
PROCEDURE ! 



QUESTIONS ; 

UNIT 
IT 



READING SKILL3 - JJet . Sh. ^ 
- SCANNINQ I 

Job Sheet #3 

To develop the skill of scanning for specific facts . 

Scanning is a planned hu^tt-skip-read^process for finding specific facts 

names, dates, sizes, distances, prices, and similar information. When you 
have to locate specific facts, scanning may be the best way to do it. To 
for a specific fact you do very little reading. Instead, ypu allow 
your eyes to move rapidly over the material until you find what you are 
looking; for. 

Lindbeok and Lathrop, General Industry, Chapters 33 and 34 "Adhesive 
Pasting of Metal, and Welding, pp. 136-142. 

Read the questions below and scan for the answers, one at a time, 
following these guides: ^ 

Keep clearly in mindHhe question you want answered; 
Decide in what form the answer should appear. For exan5)le, 
j^hoxad the ^mswer be a word, a name, a number, or a date? 
Move your eyes quickly ovt^r the page, looking for your clues. 
When you find what you think is ths answer, read more carefully. 
Time yourself. Note your time on your record sheet. 



a. 
b. 

c. 
d. 

0. 



1. 

? 

3. 
4. 



Soldering temperatiires are held below - degrees. 

Solder is a mixture (alloy) of and ' , 

To solder successfully the work pieces must be 

and . ————— 

The most common filler rods tised in braying are copper alloys such as 
' ^ alloys. 



ON 



1. 

2.' 

3. 

4. 
5. 



is another word for welding. 



Pressxire or force is soinetimes used to help join the work pieces. 

This is called [ . 

The most common kinds of welding are , 

welding. ""^ . ""^"^"""^ 

In gas welding the most common inflammable gas used is ^ 

Other gases that also can be used in gas welding are 

. . and . ' — — 
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READING SKILLS - Metal Shop 
SCANNING I 



Job Sheet #4 



OBJECTIVE ; To develop the skill of scanning for specific facta 

Scanning is a planned himt-ekip-read-prooess for finding specific facts- 
names, datee, sized, distances, prices, and similar information. When 
you have to locate specific facts • scanning may be the best way to do it# 
T o scan for a specific fact you do very little reading. Instead, you 
allow your eyes to move rapidly over the material until you find muit 
are looking for. * ^ 



iaUH!STION ; 



you 



MATERIALS ; Read the questions below and scan,for the an»«fers, one at a time, following 
these guides; , * 

a. Keep^clearly in mind the question you want answered* 

b. Decide in what form the answer should appear. For example, 
should the answer be a word, a name, a number, or a date? • * 

* c. Move your eyes quickly over the page, looking for your clues; 
d. When you find what you think is the answer, read More carefully, 
e* Time yourself. Note your time on your record sheet. 



1. 
2. 

4. 



5. 



6. 



Name the. two more common types of drives for the engine lather. 

What heavy duty lathes use plain bearings made from what kind 

cf material? 

What is the lead screw's main function? 
How ia the lead screw driven? 

The first gear of the goa^r train is called the ' 
All lathes use a split nut called a 
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READINB SKILLS - Met. Shop 
aCANWIKC - II 



Job Sheet #1 



OBJECyriVE ; To develop the ekill" of scanning for ntxmerical facts ' 

MATERIALS : Tucker and Sons Catalog, 1970, 
^ pen or pencil 

PROCEDORB : 1. In the catalog find the table of American Piles and FAaps* 

2. Scah the table for answers to the questions which are below, 

3. Tine yourself^ You should be able to scan the table and answer 
questions ^1 - 4 in minutqs. 

QUESTI0K3 ; 1. How is the 8i«e of the file determined? 

2. How many /3" files are packed in a box? 

3. How many^J^^ plus files are packed in a box? 

4. What would be the. cost of 3 do|an mill second cut 10" long files? 

5. On the diagram page 135 which cut is shown as the oourest? , 

4 

6. What is the difference between the plain file card and the combination"; 

' ?• Ko# 103 file handles are for what size file? ^ 
What brand files are on these pages? 
Whiit addreaJj will you mail to for thia ordeip? 



Record time 
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Rl'IAMTJa SinLLS - Met. Qh. 
.V liCAMIIO IT 



Job Sheet !//2 

OBJECTBT::) ; To develop the skill of scannin g; for numerical facts . 



fcVf ElilALS : Doall Cutting Tools Catalog 



PROCKDURC : 1. In the assigned catalog fiiid the table of Micrometers, No. 85p 



— 



series. 



2. Scan, the ■ tabke for answers to the questions which are below. 

,3. How to scan:! | 

a. l eep, clearly in mind /the question you want answered. 

h. Decide in xvhat form the answer should appear. For example, 

should the answer be' a word, a name, a n^^mb0r, or a date? 
Cp Hove your eyes quickly over the liage, looking for your cluelB. 
d. vnien you find what you think is the aniiwer, read more carefully, 

4» Time yourself. Note your time on Your Record Sheet • * 



1. Vftiat do the symbols LNR indicate? 



VJhat do the symbols LMtV indicate? 



3. V/hat is the catalog number for an English meastire set 0-6'» WIRV, 



4. V/hat is the total cost of a ^"-3" mike English measure UJRV and 
carbide * tipped with case? 



S. Give the full description and price of the mike listed under 

catalog number 607-205168. [ 
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' ^ READnJG SKILLS - Met> Sh^ 

SCANNING II ^ ' 

JolD Sheet ^3 

OBJECTIVE : To develap the skill of scanning for ntimerical facts » * 
MATERIALS : American Steel Catalogf^^ 

PROCEDURE : 1. Scan the assigned catalog to find the answers to the questions 
14sted iDelow^ 

2. How to scan: * , 

a. Keep c^arly in mind the question you wnat answered. 
Id. Decide in what form the answer should appear. 

c. Move your eyes quickly over the page, looking for clues. 

d. When you find what you think is the answer, read more care- 
fully. 

3. Time yourself* Note yooir time on your Record Sheet. 
QUESTIONS : 1. Roimd mild steel laars can be ordered in what range of diameter? 



^. What leng^ths are the alDOve standard? 



3. If igiven a cost per hundred poujads can you, l^y using this catalog, 
figure th.e price of a length of iDar stock? 



4. VJhat is the wei^t per ft. of a piece 2 l/2 round mild steel l^ar? 



5. V/h^^is the largest diameter machine l)olt listed in the catalog? 



6. You xvant to purchase a bulk container of 3/4 diameter 5 1/2'' long 
machine bolts. How many will you get? 



7. You will now need some heavy duty hexagon nuts for the above 

boMs. Hould you have enou^ if you purchased a package container? 



8. You now must order standard wroufijit washers for the same 3/4*' 
machine bolts. If you purchased 50 lbs., would you have more or 
less than enough? 



RE,\1>ING SKILLS - Met. Sh. 
SGANIIING II 



' ' . ~ - - Job iUxeet 4' 4- ' > 

OBJICTIV-: : 'V^ develop tho allll of acamiitur for numorionl facta . 
MA'PiniTAL:; ; 'fucker and Gona Catalog , l''7t>, 'P. 174 

PROCraJURK : I. In the above catalog is a tjable of prices for pliers. 

Scan the table for prices to solve the problem listed below. 
3.. Time yourself. Nate your time on your Record Sheet. 



PROliLitI: 



Is your speed in locating numerical facts improving? 

I wish to purchase several items. Please give me the total cost of 
of tte follov/in^ orjler. 



fYPE 



IJO. 



PRICE 



a. Chami^llocl, Linemaiid^ 

b. CUanneXlock pump 
c . fUiaiineilocl Diagpnall Cutter 
1. Cripmaster 
p. Pocket si:3e' 
f • 01,1: Champ 



2 pr. 
6 pr. 

3 pr. 

4 pr. 
2 pr. 
4 pr. 



6" 

7., 

12*» 

10" 



Total Cost 
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READING SKILLS - ifet . Si. 
SCANNING III 

Job Sheet #1 

OBJECTIVE : To develop the skill of scanning for a name and number .- 

mrmmBt General Metals , p. 263.-,. - . • 

PROCEDURE ; 1. In the assigned material find a chart of common mile-steel 
elfectrodes. 

2. Followijng the procedure for scanning which you learned in 
Scanning I and Scanning^ II, scan, for th© answers, one 
question at a time. 

■* 

3. Time yourself. Note your time on your Record Sheet. 

QUESTIONS : 

1. What is the one thing which? all the rods listed have in common? 



2. For deep penetration, would you select a 6013 rod? 



3. What cplor designates the 6OI3 rod? ^ 



4. What ^ two of these rods da we use mast commonly in our metal ^hop? 
State both number and color. 

No. . Color 



No. Color^ 
5-^ Which rod has a listing for D-C only? 



6. One 'rod in.particular is given for use on pipe lines. ^.Give its 
number. 



7. If you were going to weld on your car bumper, which rod would you use? 

8. What is the main difference between an E6OI3 and an E6OI4 rod? 
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READING SklLLS- Net. Sh. 
SCANNING III 

Job Sheet #2 - 

OBJ£CTIV:E: To develop the skill of scanni ng for a name and Number. / 
tiATERIALS: South Bend Catalog ■ * 

?R OCEDURE : 1. FUlt in the Part No,, Description, or Item No, vherever missing, 

2. Following the procedure for scanning which you have learned, 

bcate the information as rapidly as you can. Be accurate! 

3. Time vourself . Record your time on your Record Sheet. 

0UESTIOJ5S: 

1. lOK \Kl). Headstock Model A.B. & C. 



Part Name 



-Till * 

18 




Oiler 






Solid Shim (List All) 


10 


AS512K1 




i^i i 







2. la wide Range Gear Box 
Item Mo, 



Part No. 



Part Name 



24 




Index Plate (23) 


49 


AS67A6R2 




22 






■ 

29 


1 ^ u. 

i _ , . _ . — --^^ — 
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M'ADim SKILLS ~ J!et. Sh, 
SCAmmJG III 

Job Sheet #3 ^ - 

OBJFCTlTi: ; To develop the el ill of acannui^ for n name ana number . 

riATKKIALS ; Feirer, qenei-al Hetala , p, 71t fiC* Table ir-1. 

PiiOCSDUTtf: : !• Locate the Agjsi^^ed Figure and Table, 

Fcllvjoinc the procedure for scannings, v/hich you learned dn 
Scamiin^c I. arid 11^, scan for the answers to the questions below. 

?• Time yourself. Record yojur time on yo\xr Record Sheet. 

1. Are nuBber or letter drills larger in diameter? 

f 

':\ 'Ihat is the decimal eq-uivalent of a niimber 7^' driixV 
J* Which the larger in diameter, a 5/64*' drill or a nmnber 44 drill? 
4« Jhat is the diameter of the largest letter drill? 
'-Ihat is the diameter of the smallest number drill? 



«'^>. Hhich IS the closest m si::^e to a 7/3-*' diameter drill, a nuiober 
3 dr^iiri, or a number 2 drill? 



Hovj many sets of jdrills are there which are smaller than l/C? 



>Jhat ate the noinber ranges of the number set? 



IJhat art^ the letter ran/^es of the letter set? 



'J 
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READINS SKILLS - Met. Sh. 
SGAKNINS III 

Job Sheet #4 

OBJECTIVE i To develop the skill of scaimlng for a name and number . 
MUTERIAIfi t Doan Cutting Tools Catalog, pp. 86-87. 

PROGEDURE t 1. In the assigned material find the table of prices for taps. 

2. Following the procedure for scanning which you learned in 
Scanning I and EC, scan for the answers to the questions below. 

3. Scan rapidly and accurately. ^ ^ 

4. Time yourself. Record your time on your Record Sheet. 

QUESTIONS t 

' 1. List the price of l of each of the following j No. D-3Q3« 

a. 5/16-18 NC 2 flute plug chamfer, limit H2 

♦ 

b. 5/8-11 NC 3 flute, plug chamfer. Limit H3 /\ 

c. 3/4-10 NC 3 flutes, plug chamfer. Limit H3 

2. list th^* catalog number for the following No. #-305 » 

a. 4-40 N.C. 2 Flute Plug Chamfer, Umit HI , 

b. 4-48 N.F. 2 Flute Plug Chamfer, Limit HI 

c. 8-32 ,N.C. 2 Flute Plug Chamfer, Umit H2 

d. 6^32 N.C. 2 Flute Bottoming, Limit HI 
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READING SKILLS - Met. 3h. 
• SCANNING 

Post-Test 

OBJECTIVE ; 'Rm purpose of the Scanning Post-Test is to determine how much you have 
imporoved your scanning skills. 

PROCSDUaE : !• When you begin^^the t«st, record your time on the line provided. 



2. Locate the assigned books in the library, in the classroom and in the 
Metal Shop, 

3. Working as rapidly as possible, find all the information adked for in 
each question, ^ 

i^. When you finish the Post-Test recoird your time and figure your 
total time, liecosrd your total time on your Record Sheet, Have 
you improved your scanning skills? 

5, Compare the tiiiie it took you to complete this Post-Test with the 

time you recorded on your Pre-Test performance. Record the DIFFERENCE 
in number of minutes 



BEQIOTIIHG TH E [ CONCLUDING TIME ^ 

TomL msmm uf minutes 

!• Do All Cutting! Tools Cataloj^: . pp. 

FLnd the catalog number of a N, G, 2 Flute, Plug Chamfer H3 

Mmlt Tap series No, D-305» 

2, I,A , Metals Work 

Screws had be cut by hand before what date? 

3, General Metals , p, 71. 

Give the decimal equivalent of a number 12 drill. 

4, Gooley, R, H. > Complete Metal Working . 

Files are named and classified according to ♦ 

and 



5. General Metals, p. 26U^ 

Name the secondary color marking on an E6OI6 *electrode,_ 



6, General Industry, 

List three kids of arc welding and the page on which you find the Information: 
1 P age 

2, li Page 

O . 3* ^ P age ^ 
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?• Tucker and Son Catalog * ^ 

Find the cost of 6 flat, smooth, l<y* long files^ 
6. American Steel Catalog* 

Give the package quantity of I/4 dia* x 2" long carriage bolts. 

9« South Bend Catalog > 

Find the part number and part name for item number 20 for headstock 10 KVD, Model 
A, B, & 0* * 

. (Part No.) (Parb Name) ' 
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READING SKILLS - Met. ,Sh. 
SKIMMING 



Job Sheet #1 



OBJECTIVE; _ To- develop^ the okill of 8kinuning*£dr main ideas. 



/ 



Skimming for main iduas ia a paraeraph*-by-paragraph seau^ch for the 
main ideas in a chapter or an article. Whon you skim for main 
ideas I you focus on each of the major points *made }jy the writer • 
You stili don't read every word, but you now go deeper into the 
material than before • 



MATEiaALS ; Popular Mechanics , June 1970, "Make Your Own Coil Springs," 

PROCEDURE ; 1. Go tg the library and obtain the above magazine. 

2. Skim the assigned article using the following procedure: 

a. iiead the title. 

b. Read the headings and subheadings. 

c. Read the firfet st^ntence of every paragraph. 

d. Read the last sentence of every paragraph more than five 
lines long. 

3. Answer the questions below. 

4. Return the magazine to the librarian. , 



1. In your own words, eummarize the information contained in 
this article. 

2. What kind of wire do ydu use to make coil springs? 

3. How much loncer should the mandrel be than the spring? 
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Job Sheet #2 



REAimfO SKILLS - M?tw > SJi- 
SKINftlllG 



OBJECTIVE; 



fb develop the Skill of skiiwning for tftfcin ideas 

Skiranlne for main ideas i« a para^ph-tQr-paragraph aearch for tht 

main ideas in a chapter or an article^ When you skim for main ideas, 
you focus on each of the wjijor points made hy the writer. You 
still donH read every word, but yoti go deeper into the material than 
before. . 



MATERIALS: 



Popular Mechanics t June, 1970, 'Tapping Crooked Holes? 
This Gadget." 



Tiy 



PROCEDURE: 



1, Go to the library and obtain the above magazine, 

2, Skim the assigned article using the following procedure:* 

a. Read the title, 

b. Read the headings and subheadings, 

c. Read the fii^t sentence of every paragraph. 

d. Read the last sentenee of every paragraph more than 
five lines long, 

3, Answer the questions ^low» 

" d. Return the magazine io the librarian. 

QUESTIONS : !• In words, siimmarize the information contained in this 

article. 

2, What materials do you^eed to make this device? 



ERJC 
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READING SKILLS - Met • Sh, 
SKIMMING 



Job Sheet #3 



OBJECTIVE ; 
MATERIALS : 

PROClSDUm*: 



To dovclpp the skill of Bkirnroijig for nmin idleaa 

Popular Mechanics , March 1971 • '*A Mini-Drill PreM for Hoblyistia, 



1. 

2. 



3. 
4. 

QUESTIONS ; 1. 

2. 
3. 



Go to the library and obtain the above magazine. 

Skim the assigned article rising the following procedure; 

a. Read the title. ' 

b. Read the headings and subheadings. 

c. Read the first sentence of every paragraph. 

d. Read the last sentence of eveiy paragraph more than five 
lines long. 

Answer the questions below. 

Return the magazine to the librarian. 

In your own words, summarize the information contained in 
this article. 

What kind of motor powers this press? What horsepower? 
What maximum size drill will it take? 
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RB/IDINO skills: - Mot. Sh. 
SKIMMING FOR MAIN imn^ 



"Job Sheet- # 4 **$ ' 



OBJECTIVE : ^Tp chock how woll you have learned the procedure of skiraming 

IIATBfflAL ; Killer, Jamus Nathah, "It '3 a Daad-End Road for thcT Dropout" . ' 

PWCmmm: l. obtain the specified article from the file. 

2. Pollowing the skimraiAs procedure you have been practicing m 

' the preceding job sheets-, and ekim the article. 

3. Answer the questions below. ^ 

HUE^TIONS: 1. What happens to the person who tries to "fake" liavirig a 
high school diploma? ^ ^ i 

2. List three reasons why students often drop out of scnooi, 
according to the girticlo: 

a. ■ — 



b. 



c. 



3. Gompare working conditions and school conditions as often 
experi«Ged by the dropout . 

How do they differ? 

' In what ways are they alike? 

4. ' Some jobu are "learning by doing" situations whore the 

employer trains you. Are these increasing or decreasing? 
Are thera more or less people in competition for these jobs? 

5. The article states that the high ahcool idploma has come to 
mean three things. Name them. 



5. I' higfa school dropout can a lways enlist in the Amy if he 
can't find a job. Yes No _^ 

Explain your answer. 
7 An employer from Portland, Oregon, is quoted on his feelings 
r^e^rSing the hiring of dropouts., 3un«>arize what he says. 




177 



OBJECTIVE! 



PROCEDURE: 



HEADING SKILLS - Hut. Sh. 
OROANi::iKG WlUT YOIThAvI IQP . 

1. Explanation of a 
Toohnical ProcosB 



Job Sheet #1 



To Gain experience in reading the written and diagramaUc exolan- 
ation of a technical process. To be able to org^^i^ a 
the sequence of events in the process. * 

i. Pamphlet, "Welding and Cutting", pp. 32-33 

^' °^p°f *'"fv,*°!°^- diagram* from the file 

cabinet. Return the diagram to the file when work is finished. 

This is a technical selection and you should read it differently 
than you read literature or social studies. uiiierenxiy 



This selection explains a process. 



rproc5^!'^'^'°'^ ''^^ ^"""^ '° material that describes 



1. 



3. 



4. 



5. 



6. 



nliS *hj^dia«ram Of the cutting: torch. Read the names of the 
parts. Then try to name them without rereading the labels. 

Read the introductory paragraph. Read the first section: road 
just one sentence at a time. If it mentions something shown on 

Bead ft the sentence. 

Read the next sentence the same way. Stop and think about each 

ouLTtl yZ7 ^""^ ^""^ ''^''^ " *° ""^^ **** 

After reading the entire section in this way, try to explain 
to yourse^lf without looking at the book just how the process 
takes place. ^ 

Work With each of the remaining sections in the same way that 
you worked the first one. ■ . 

Then, do the following: 

List in order the otd^ that take place in the proeoss which 
has been described. Use this job sheet for your listing. 

Return the diagram to the fil^ and the pamphlet to the, correct 
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„ Job ;heet..? 1 



III, cause and ^:frect 



0:V:CTI'Jl:: To gaia experience in identifying; effects produced by causes, 

!LVT: 'RIALS: Famphlet: Welding and Cutting s page 80, para£,Taph* 

page 31, paragraphs 1 and 2 

F:/>".0U?J:: 1. Real tlie assigned para^raphu, 

' In the paragraphs accitaed causes are given vrhicR lead up to an 

effect. Reread the paragraphs to identify the causes and effect- • 

3, Find tvro causes m parajr^ph 5 ^^'^ sum then up in a feu uordc on 
the lines n"ollov;ing Caulbe . 

U i'iavi iuo effects in oar i^^t^aoh S and sum then up m a feu vjords on 
" ti:e lines follov/ing !;iT^"ct > * ^ ^ 

i * r^epeat Procedure 3 and I for combined Paragraphs 1 aiid ? on '1. 

n '-"^'j P'.ra^rapL 



1- 



Pan:' "'1,, r''"^ra..;;7*Cvplts ^ and 



Job Sheet 



^lEADINa SKliiLS Met^ ^t^r— 

. ORQAHIZINO VMAT YOU HAVE READ 

III. Caxxae wd Effect 



OBJECTIVE ; To gain experience in identifying effects produced by causes > 

MATERIALS ; Machine > Tool Operation , page 186, paragraphs 1 and 2 

gROCEIXJRE ; 1. In the parag3?aph8 assigned causes are given which lead up 

to an effect. Read the paragraphs to find out lAat these are. 

2. Find the cause in each paragraph and sum it up in a few words 
on the line following cause . 

3. Find the effect in each paragraph and sum it up in a few words 
on the line following effect . 

Page 136, paragraph 1; 

CAUSE: 



EFFECT; 



Page 136, pauragraph 2: 
CAUSE: \ 



EFFECT; - ^ 
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" READING SKILLS - M^t . Sh. 
ORGANIZING WHAT YOU ft\VB REAP 

IV. Instructions for a procedure 

1 * 
Job Shaet #1 



OBJECTIVE: To read and understand instructions for carrying out a procedure. 
MATERIALS ; Smith, Machining of Metals, pp. 11C>-116.||, 



with care to find out 
nter drill. 



PRO CEDURE ; 1. Read the assigned material slowly and 
different ways to locate center and c* 

2. Be sure to notice which sentences are directions and which 
are expirations. 

3. on the back of this she«t answer the questions 1-3 on page 116. 

4. In your own words list the procedure for each way of locating a 
center. 

5. In your own words list the procedure for center drilling. 

6. Describe briefly the result you wish to obtain when this 
procedure is followed. 
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READING SKILLS - Met • Sh, 
ORGANIZING WHAT YOU HAVE READ 

V« Instructions? for a 
Procedure 



Job Sheet #2 



OBJECTIVE 



MATERIALS 



PROeEDURE 



To read and imderstand instructions for carrying out a procedure ♦ 
Gen , Industrial Machine Shop ,, pp, 36-37 

1, You will learn how to work safely on a drill press, 

2, Read the following direction* slowly and with care. Be sure 
to notice which sentences axe directions and which are ex- 
planations, ^ 

3. List *he' directions in order in a ftw words, 
a* 

c, 

4. Answer the following question*: ^ 

a. Why not reach behind a operating drill press? 

b. Why should you not hold the work to be drilled by hand? 

c. De«crib«i briefly the r««ult you wish to obtain when this 
procedure is followed, (ifotet Appearance, aize, colo3>— 
what should the f ini«h«d procedure or product look like? 



ERIC 
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V. Instruct iouu Tor u Procedur' 



Job Vheot ' ^ 3 

To r»*ru' uiiJ U'Tutarui laut »*uctiono fo/ c irryiu^^ out procc- lure, 

Oeii. Industrial Kachine ';h-Jp > , pp» 36 -37 

1. You v:ill learn how to v/orl.. safely on a drill press. 

dead the follouint: directions sloiily and v;ith care. Be Dure to 
notice ^^hich sentencec ire directions and v/hich are explanations • 

List the directions in )rder in ct fevr uords. 



]. AiK*^:er th^-: follouin^i tpl/-^tions : 



I. ^ "'hy not reach behin 1 a operating drill prec: 



'hj .^lioul i you not hoI"J the v/ork to be drilled by hand? 



luetic ri be b!*iefly the ult you uich to obta.iu ::hL'n thic pr-jc-chir^- 
I'o follov:e*L (llot':': '^pemrancei siise, color-^i/liat ^houl^'i tii»^ fm- 
iz:i p r o r e ■■■■ l^ux" e o t p r o due I loo k 1 1 k e ) 
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READING SKILLS - Metal Shop 



V. Instructions for a Procedure 

Job Shfedt // 3 

Or'iJ:::erp/K ; to read and understand inotruotions for carrying out a prooodure# 

!:AT^"!I{IALS ; Con. Industrial Machine Shop , , pp. 36-37 

PROCroURE : 1. You will learn how td work safely on a drill press, 

2, Read the following directions slowly and with care« Be sure to 
notice which sentences are directions and which are explanations. 

3» List the directions in order in a few words, 
a. 

4» Answer the following questions: 

QUEGTI0II5 ; 

!• lihy not reach behind a operating drill press? 

■* 

2, Vfliy should you not hold the work to "be drilled "by hand? 



3. Describe "briefly the result ybu wish to obtain when this procedtire 
is foliovfed. (Note: Appearance, sizei oolor-what should the fin- 
ish procedure or product look like?) 



ERIC 
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REFERENCE SKILLS - Auto* Meoh. 

Bruft 

Bloo* 
Mot. Sh. 



^ * Alphabet ical Order 

Job i;heot #1 
OBJr^CTWF: ; To cain practice in alphabetizing. 
nATKHIALg ; Information Packet on Alphabetical Order. 
PROCITSTJRE; 1. Read the Information Packet carefxilly. 



2. Below are oome words which have been left out of the*word list 
in the Infomation Packet. 

3. In the space provided, ivrrite the two words that each word listed 
below would come between. The first one is done for you. 

» # » « « 



After 



marria£;e 



V 



Word 
married 

1. mattress 

2. mayor 

3. means 
4» melody 

5. memorize 

6. mend 
?• merely 
8. message 
9» method 



Before 



marry 
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REPEHENCE SKILLS - Auto. Meoh. 



: Draft 

^ Eleo* 
*Mott Sht 

Alphabet ioal Order 

Job ohoet if ? ^ 

« 

OHJKCTIVK ; To ^ain practice in alphabet izimT , 
flATKRTALS; Info tnnat ion Packet on Alphabetical Order , 

PROCratURE ; 

A. Pill in the following blank spaces with thr. letters as they woiad 
appear in alphabetical order. The first One is done for you. 



M N 0 R B 

W Y K 



H 



Z 
D 



B. Arrange the following words in alphabetical order, 
summit, summer, summons, summery, summoner 
1- 2, - 3, 



C. Write the following book titles in alphabetical order. 



1. 


Krackles 


1. 


2. 


St, Anthony 


2, 


3, 


A Special Scrapbook 


3, 


4, 


100 Hats 


4. 


5. 


The Middle 'Mountain 


5. 
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REFERENCE SKILLS - Auto* Mech 
. D raft 

— ^ — iiloo. 



OBJECTIVE: 
HATERULS : 
PROCEDURE : 
A. 



Alphabet ioal Order 

Job Sheet #3^ 
To gain practice in alphabet izing ^ ^ 
Information Pawket on Alphabet ical Order # 



Decide whether each atatement is true or false. 
If you think the statement is truei oirole the T« 
If you think the statement is false i oirole the F« 

!• The word teacher would come before teach. 

2. The word fiscal would appear before the word 
first in a dictionary. v 

3« Ihe name Mc^Neil would appear after the name 
Kaas in a telephone directory. 

4« Mt. Hope would appear 4ft er Mt. Davon in a 
directory. ^ 

3. In an alphabetical listingi officer would 
come after official. 



Met. Sh. 



T 
T 
T 
T 
T 



P 
P 
P 



B. The following names are to be added to a telephone lK>ok. Arrange 
these names in alphabetical order and write then in Colusufi B« 

t Column B 





Column A 


1. 


Alice Meier 


2. 


Carl Meyer 


3. 


John McNeil 


4. 


Herbert Mefjler 


5. 


Jason Moz^ris 


6. 


Mary McA^ama 


7. 


Bernice Manners 


8. 


Ellen Meyers 


9. 


Constance XoHon 


10. 


Ralph Mathews 
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REFERENCE SKILLS - Auto. Mech. 

^ . — . _ _ - _; JDMtft--_-:nz= 

Elec. 
Mtt. Sh. 

Guide Worda 

Job Sheet # 1 

OEJECTIVg ; To gair^ practice in using dictionary Guide Worda. 
MATERIALS ; Information Packet on dictionary Guide Worda > 

PROCEDURE : ' 1. Look at the list of vorda belov* Take one word at a time, and 
look at its letters carefully* 
2. Then look' through the list of guide words on the Infor. Packet* 
3- Find the pair of, guide words that would appear on the page where 
your word wovLLd be found, and write these words below* The first 
one is done for you. 



1 . eard 

2. whiskers 

3. Jingle 
h . drawn 
5- Jail 

6. intend 

7 . grade 
enoraous 

9 . supcirnarket 

IOh elect 

11 • valley 

12 . ^one 

13. teach 
ll*. yesterday 

15. victory 

16. realize 
IT* Trwaa/t 



capture 



careless 
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REFERENCE SKILLS - Auto Mech. 

Draft 



Eleo. 

Met. Sh* / 



Guide Words 



Job Sheet 1 2 



OBJECT WE ; 
MATERIALS ; 
PROCEDURE: 



To gain practice in using dictionary Guide Words. 
Information Packet on dictionary Guide Words. 



1. 

2. 
3. 
4. 



1. dad 

decide 
daiay 

deal 

dangerous 
damp ■• \ 

2. leap 

level 
lemon 
_ library 
learn 
li^tning 

3. Kfif:lioh 

Eskimo 

envelope 

escape 

enter 

everybody 

4» upon 

uBeleoQ 
tinierstood 
unhappy 
upper 
^Runless 



Below are fooir pairs of guide words that could be found on dic- 
tionary pages. Under each pair of guide words is a list of words. 
Decide which words in the list could be found on that page. 
Circle these words. 

Then write the circled words in alphabetical order in the space 
provided. Two words in Group 1 ja;*e done jjj>r you. 



dariiness 

debt 
date 

dam 

December 

dandy 

leaaon 

leave 
leas 
1 ime 
least 
linen 

e*Tuator 

especially 

enormous 

enjoy 

event 

enou^ 

usual 

ip^iform 

urge 

use 

unusual 
upstairs 



♦ # # 



a. 

b. 
c. 
d. 
e. 



'a. 

b. 

c. 
d. 

e. 

a. 

b. 
c. 
d. 
e. 

a. 

b. 
c. 
d. 

e. 



daisy 
dam 



— RgPERBNCE ^KILL S ^ Auto^ Meoh^ 

Draft > 
Elec. 

TABLE OP COlfrEOTS — ' ~' 



Job Sheet #1 



OBJECTIVE ; To gain practice-4ti iising a table of contents 
MATERIALS ; Information packet on table of contents 



PROCEDURE ; 1. 

2. 



QUESTIONS ! 



1. 

2. 
3. 
4. 

5. 
6. 



Read the information packet on table of contents carefully. 
Use the table of contents of the book Science for YoUngr^People 
(included in the information packet) to answer the following 
questions. 

On what page would you begin to read if you wanted to find out 
how electricity is produced by generators? 

Write the title of the chapter which tells about how people grow. 
If you wanted to find information on heating where would you look? 
Writ« the name of that part of the book which would tell about 
interesting things that you can do to learn ab6ut science. 
Write the numbers of the two chapters whtoh tell u» about water. 
What are the three kinds of simple machines Mentioned in thi« book? 



Answer the following qfuestions YES or NO; 

* '" ,, ' 

7. The index in this »ook comes before the glossary. 

^3. "Friction*' is a chapter heading. 

9. "Organiome" is a subtopic under Chapter V. 

10. Page 257 has pictures on it. ^ ^ 

11. You will probably find some information about ores \mder the subtopic 
which begins on page 12. 

12. You find "Heat" listed as a subtopic in this table of contents. 

13. Chapter V wiai probably tell about machines. 

14. There are nine chapters in this book. 
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REFERENCE ^SKILLS 
TABLE OP CONTENTS 



Jab Sheet #2 



OBJECTIVE ; To gain practice in using a table of contents 
MATERIALS ; Information packet on table of contents 



PROCEDORE; 



1. 
2. 



Read -the information packet on table of contents carefully. . 
Use the tabl^ of contents of the book Science for Young People 
(included in the infornnation packet) to answer the following 
questions*. ' 



QUESTI0?;3 : Answer the following questions TES or HOt 

B !• You can find out how sound travels if you read Chapter II ♦ 

2. The chapter "Simple Haohines" includes generator© • 

. 3. You would find meanings for special words on page 26l* 

4. The chapter "Chemical ChangQp" contains a subtopic entitled 

"Chemicals in Air." 

5* The reference sections in the table of contents include a 

bibliography. 

6. This table of contents tells how many pages the index covers. 

7. You will probably find some information about eyes in Chapter II. 
3. Chapter I will probably discuss ojtygon. 

. 9* Each chapter has three subtopics. 

10. You will find information aboutl something which surrounds us on 



page 6. I 
Write the answers to the following! questions in the apace provided: 



11. 
12. 



13. 



On what page^ does the section about music begin? 

Where in the book would you look if you came aorose a word whose 

meaning you didn't know? " 

On which page does it begin? >- 

Which is the longer chapter, ^^The World We live In" or "Seeing 

and Hearing**? 




erJc * 
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REPEfiENCI .SKILLS 
TAM^ OF COWTEMTS 



Job Sheet #3 



OBJECTIVE ; To gain practice in using a table of contents 

MATERIALS: Information packet on table o f contents . Part II ^ 

PROCEDURE ; Read the information packet on ta^>le of contents, Part II carefull/ 
Use the Table of Contents from the social studies book (included^ 
in Part*Il) to answer. the following questions: 

QtJESTIO?fS ; 1. What does chapter 20 say that free people need? 

2. What are the names of the chapters that make up Unit 14? 

3# What was a cause that led to the first world^war in 1914? 

4* What is the great issue which is facing the world today? 

^. What brou^t^ about new ways of working 

6. Who were leaden in world trade? 

?• Following what world war was tfc^e United Nations formed? 

B. In what ooimtries did dictators tak«) over during World War I? 

$• To what page would you turn if you wmaied to read the chapter 
entitled "World Ways today**? 



( 




erJc 
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REFERENGS SKILLS 
TABLE OP COWTENTS 



Job Sheet #4 

♦ 

OBJECTIVE ; To gain practioe in iising a table of content a 

MATCTTAT^^? I^he table of contenta p rinted below _ . ^ _ 

PROCEaDBRE ; 1^ TJae^lie Tol3>bwiilg table of cont^^^^ 

2m Write eacb suiswer in the apace provided below eaoh question^ * 
3. Then write the page number on^ which the chapter begins on the 
' line after the woi:d page. The first one is done for you# 



Testing 

idesis 



Condit loning 
the 
Air 



TABLE OP CONTEfrtB 
How Do Scientists Get Answers? ] 

^ 

Forming and Testihg Hypotheses A 
Hypotheses by Piecing Togehter Information 
Einstfein and the Atom • Everyday Hypotheses * 
Testing Your Hypotheses • Another Way to Find Out 



Why Condition the Air? 

Humidity • Relative Humidity 
tive Humidity 



Finding the Rjpla^ 



17 



Warming Up 23 
How Do We Get Warm by Conduction? • How Do We 
Get Warm by Convection? • How Do We Get Warm 
by Radiation? 

Heating Our Homes 28 
Space Heaters • Central Heating • Fire 
Prevention • Controlling the Huraidty of. Air* 
Heating Systems for the Future 

« 

Cooling Our Homes 

Why Houses Get Hot in the Summer • How Do We 
Cool Houses? • Cooling by Moving the Air • 
Cooling by Shading • Cooling by Reflecting 
the Sun's Rays • Cooling by Air Conditioners • 
What Temperature is Best for You? ^ 

♦ ♦ # 

1, HoH do scientists test their ideas? 
a. Forming hypotheses b. Testing 

2. What are three ways in which we get warm? 
a. b. o 

3» What are foxir ways in lAioh we cool our hom*«? y 



Page 3 
Page 
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REFERENCE SKILLS Auto. Mech. 

Draft. 
Elcc. 
Met. Sh. 

Index 



Job Sheet #1 

OBJECTIVE ; To gain practice in using the Index of a book. 
MATERIALS : Information Packet on Index , Part U 

(> 

PROCEDURE ; 1. Read the Information Packet on Index carefully. 

2, Usiag the sample index page in the Info. Packet^ Pare 1, answer 
the questions below. The>^ first one is done for you. 

****** 



QUESTIONS : 



1. On what pages will we find information about what magnets can pick up? 
Pages 141*143 

2, What does 125 after the topic "Moon" mean? ^ ' 



3. Where can we find information about what causes night? 



4. Is there a picture in the book about musclei in the eye? 



3« What is the first page on which we can find information about milk? 
6, Where can we locate information about how plants grow taller? 



7. Write the number of every page that tells abdut how plants with seeds 
grow, 

3. Under what topic would you look to find out if criekets i^olt? 



9. Where can we find information about the distance of the moon from the earth? 



10. Is there information on milk in the diet on pag;^ 167? 



* 
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REFERENCE SKILLS 



OBJECTIVE : 
MATERIALS ; 

PROCEDURE : 



Index 

Job Sheet #2 ♦ 
To gain practice In using the Index of « book. 

Information Packet, Index, Part I. _ ^_ ^ 

Sample of an Index printed below. 

1. Below is part of an index that might have been taken from a social 
studic^s book. 

2. Use this index to answer the questions which follow. The first one 
is done for you. 



^ -k if it if i( 



CORN 

in Iowa, . 169 
in Ohio, 170 
in Pennsylvaina 
used by Indians, 61 
used by Pilgrims, 63-63 

COWBOYS 

clothes, lA 
horses, 15-17 
Texas, 9A-9^j * 
Western, 18, 93, 112 



DAIRY FARMING 
begining of, 37 
pioneer, 38 
Wisconsin, 99-101 



, FARMING 

in Arizonz, 18A-189 
in Middle Atlantic States^ 211-223 
in Middle Western States, 235, 241 
.in Southwest, .257*268 
in Western States, 244-23A, 272, 284 

FIREARMS 

muskets, 153 
pistols, 15 

^ ^ rifles, 143 

QUESTIONS ; 

I. On what page will you find when dairy farming began in America? 
2* What does the social studies book tell us about cowboys? 



page 37 



3. About what kind of firearms can we find information? 



4, 
5. 
6. 



In what states is corn grown? 



What pages will tell us about fanning in the Western States? 

In the topic 'iCorn" why does the subtopic "used by Indians" come before 
"used J)y Pilgrims"? 



7. Where can we find information about dairy farming in Wisconsin? 



MFBRINCB SKIILS 
Index 

li 

' Job Sheet #3 

iSfiSaUKE! R'*! the InforMtlon P«=l,., 

foUowing nercl..,. ™ wfer.nc., c<«pX,t. th. - 

Th. fir.t one 1. don. for you! c.n b. found! 



1. A map of th. Aegean Sea 

2. A picture of Addis Ababa 

3. A table about Algeria 

A dlagraa about Afghanistan 

5. A picture of an abacus 

6. A nap showing ABnan. Jordan 



P«g. 91 

P«g« 

P«8* 

P«8e 

P«8e , 

P"8« 



2. 



M>«t are •<>« of Afrlc.'t problem.? 



3. Hh.c 1. th. tBportMc. of th. iUrl.tlc S..I 

4. «h.t c«, you t,n Of th. popuLtion dl.trih„tlo„ i„ 

5. Why 1. M.t.rd., .„ i„po„.„ B.th.rund., 

6. Why would . tr«.l.r .„joy vl.ttlng iU..l.id., ;>;,.t„u., 

7 T 1 



*^^"<' th. C,„t.^, Upo».n. f,,,,. 
8. «h.t .r. .o« Of th. product, for «hl.h Afrlc. i, .ot.d» 



REPKRENCE SKILLS 
Index 



Job Sheet /fk 

OBJECH'IVE : To gain practice in using the Index of a book* 
CALS^ Information-Packet-on -fadex,~^gt— II » — — — 



PROCEDURE : 1. Refer to the sample liKiex included in Info. Packet, Index Part U.. 
2. Underline the key ^rorde you would choose to find information 

on each of the following questions • 
3* Then write the numbers of the pages on which this information can 

be found. The first one ie done for you. 

A. 1* Where is Abadan? page 82 j m,83 

2. Where is the Acropolis? ^ page 



3. What was the Age of Metals? page i 

km Who was Alexander the Great? page 

5. What is aluminum? page ./ 



6. Who were the aborigines of 

Aue^tralia? page 



Where can you find 



1. 


A picture of the Australian 
aborigines? 


page 


2. 


A map of Accra^ Ghana? 


page 


3. 


A table about Albania? 


page 


U. 


A picture of an Alphabet? 


page 


5. 


A map of/ Amsterdam? 


pag« 


6. 


• A picture of iin agora? 

Ik 


page 



C. Below are some questions on Africa. Look diithe index to^ind where you 
might locate the answer to these questions.;* 

Write the key words in the space provided. For example, in the first question 
the word crops is used. The word crops ie not in the index. Wordft^-4ii the 
index which mean about thc^ same ae crops are farms and farming . These would 
be your key words. 

1. What crops are grown in Africa? 



2. Are there many diseases In Africa? 

197 /f/ 



jJ6b 3h««t #4 Continual 

3. How do the Africans provide enou^ watiir for their crop»? 
/ »♦ Vlhat valuable ores are mined i n Africa? 

5* What kind of education do children r*ceive in Africa? ^ ^r. ' . 




HEPERENCK SnUiS - AutcHeoh* 

Draft* 



Eleo# 
Net« Qh. 



Job Sheet #1 

OBJECTIVE : To gain practice in using the glossary of a book 



MATERIALS : Ijpi^ormation packet ott glossary ^ 

PROCBmRE : Read the information packet on glossary carefully. 

2. Refer to the glossary page included in the packet to answer the 
questions below. The first one is done for you* 

QUESTIONS : 1. Why is the page number 164 after the weaning of the word enzjje? 
It tolls where the word is first used > 

2» Write the meaning of the following words: 

gravity: 

germs: 
fungi: 

eclipse: i \ 

y. Write sentencesVwhich help to explain the following words. 

humus: 
friction: 

^' filter: t 

eardnun: 

4. Write the page nuabers where these wox^ ars first used. 

.fire prevention ^ page ' 

* evaporation iwge * 

iodine pa«* ^ 



I 



REPERBNCI SHLLS 
GLOSSAHT 



Job Sheet #2 



OBJECTIVE ; To gain praotioe in u»in« the ^loagary of » book 

TERIAii3r -^nfor»ati<>n-i>>oket-on glooiai y " 



PROCEDUHE ; 1. Review the information packet on ja^ogBK^* 

' — ' Refer to tha glosaary below and follow direotion*. 



/ 



Here "la part 6f a glossary from a social studies book. Use 
it to answer the questions below. 

Africa (af* ri ca); the continent south of Europe, 10 
Allah (al* a); the Arab word for God, 111 

^g^bot (al* fa bet); the sounds symbols of a Isnguaga arranged 

in their usual order, 247 - 
altitude (al* ti tud) ; height above sea level, ^151 
Amazon ( am' a son); a rivor of South America, the largest ^n the 

Ande3 (nn* doz); a range of high mountains which run* through 

Peru, 151 . V. J 

Antaistlca (ant ark' ti ka); the ioo-covered oontinenjuaJKmnd 

tho South Pole, 10 . "* j .„« 

Arab (ar* ab); beloncing to a race of people who are spread over 

northern Africa aftd southwestorn Asia, Jp9 v 

Artie ocean; (ark* tik); the ooean around the North Pole, 1\ 
^rtiit" TtF^ tist); a person who is skilled at painting, drawing, 

or some other art, 156 a*.„4«« 
Asia (a* aha)» the largest continent, east of Europe and Africa, 

10 » 



1. Write the meaning of the following words; 

Asia; ^ 

Artie Ocean: 

Africa; 

^ Antarctica: , x j 

2. On what pages are these words first used: 

Andes page alphabet page _ 

Artist page Arab page ■ 

3. Decide whether each sentence is true -or false. Write 
for true and P for false in the space provided. 

a. Tho Amazon Rivor is the largest in the world. , 

b. Africa is. on the continent of Europe, 
o. Altitud* means how deep water is. 
d. The Arab word for Qod is Allah. 



\ 



Check the answer key. 
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REPBKSJNCE SKILLS 
Referenoe Tables 



Job Sheet #1 



OBJECTIVE ; To gain practice in reading reference tables ^ 

J3A!EmiALS :^_J[nfcmn^ packet on t^eference tables _ 

PROCEDOHE : Read the information packet on reading reference tables ^ 

Refer to the table in the information packet to answer the questions 
b^low. The first one is done for yo\iA 

# « n- * n- 

QUESTIONS ; !• in what year did Georgia enter the Union? * 

2, What io the capital of Maine? ^ . 

3, What io the area of Montana? - 

4, What io the population of Texas? ^ - 

5, Which state has the smallest population? - 
6* Which otate capital has the larcest population? . - 
7* Which state entered the Union most* recently? 

3. Which otate has the smallest area? ^ 

9, What io the popiaation of Wyoming's capital? - { 

10, What is the earliest date on which states were 
admitted to the Union? 

11* Which state has the largest population? 

12* What is the capital of Utah? 

13* How many states entered the tfeion in 1889? - 

14. Of what state is Dover the Cai^ital? . 



\ 



ERIC 
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REFBRENCE^ SCUiS 
Rdf erenoe Tablt» 



Job Sheet #2 



OBJECTIVE ; to gain praotio© in reading Referenoa Tables 

mTERIALS : InforMtion paoket on Reference Tables ^ . 

PROCBDOHE : !• Reread the Inforwatioh packet on reference tables > 

2. Refer ito tha attached reference table and follow directions* 



, erJc ' 
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[T|more practice in reading reference tables 

Use this tible to answer the questions bclmv. 



AMERICAN COUNTRIES 






Ai9it In 




Cay 


mil 






1.072 467 




I'i'wiinviii . 




,J(«0 *»tHJ 


Ti. » *ir T7 


3.28^ 344 




l"*uiia€li\ , 




1 *f 1 1 & fW'lA 

1 i.lIb.UUU 


rliile = 






no.ii,«iiibla 


439.40S 




Hi Uicm ... 


IUC47 


I.J il^ .wu 


cyba * . ......... ^ 


44.217 






18 81 1 


2.929 000 




. 104.479 


4.191.000 


I-. I Hauler .... . ... 




2.5f>6.000 


ftj»y:ts.{i'ii4iiJa 


42,031 


2.6H4.0i)0 


Hum . _ 


10.711 


3492.000 


Honduras . . . . . 


43.266 


1.916.000 


M*'*llt:tL> 


768.061 


33.954.000 




&7.128 


1.485.000 


Pftiuunia* . . . . , . . . 


. 21475 


1.040.000 




157.008 


1.730.000 


Prru \. . . , 


483433 


10.640.000 


umted'SUtes 


3.615.310 


178.784.000 


Tlj^Uijyay 


73463 


3.709.000 




352.051 


6.622.000 




8.005 


3^.000 









Buenos Aires 

Ln Paz ... .... 

SrasilU ..... 

Ottawa ...... 

Santingo 
BogotA. . . . . 

San Jos^ . . . . 

Havana ..... 



Ciudad TruJUlo 
Quito ..i... 

Ouateniata . ... 

Port-au*Prlnce 
TcRuelgalpa 
Mexico GUy ... 
Managua ...... 

Panami .... 

A&Unci6n ..... 

Lima ..... . . 

Washington ... 
Montevideo .... 

Caracas ^ . . . . 

Port-of-Spaln . 



.6.6r^0.000 

. 3 i n 000 

. 4s:ioo 

. 3^0.000 
,3.000.000 
. 780.000 
. 180.000 

.i.4&o.oog 

. 225.000 
. 24O.00a 
. 240.000 
. 33b.000 
. 175.000 
. 11&„000 
5.000.000 
. 140.000 
. 225.000 
- 235.000 
.1.325,000 
.3.035.000 
. 850.000 

. aiojooo 



EosaHo . . ^ . . 
t^oot mbamba . 
Bao jPaulo ... 

Montreal . 

ValnariUso 
MedelUn . * . . . 
Carta^o ...... 

Bantlngo do 
Ctiba ....... 

Santiago . * . . * 
Ouavaqull 
{Santa Ana * 
Que/altenango 
Cap HaVUen . * . 
Sati^edro 6uU 
Guadalajarm 
Le^n 
Coldn 

VUlarHca ... 
Arequlpa ... 
New York . * 
PaysaAdii .. 
Maracalbo . 
KlDfatoa 



6?:ifH»0 

1,900.000 
33U.00O 
510.000 
13.944 

175.000 
5G.193 

soo.mH) 

51.703 

24.957 
31439 
475,000 
50.544 
63,204 
14,680 
113,700 
16475.000 
65*00Q 

ioa.ooo~ 

ZKfiOO 



rtH<>reii« r tut If* hmn Geagrmphy of tH4 Vn* WorU, by Joka B. BoveWt Jsm MaG«laiii« ctyrvifWl 19tl 
by R«n«l MiNnJilv li Cofiip^nj'. 

1. Which country* has the greatest urea? , 

2* Which country* has the smallest area? - 

3. Which country* has the largest population? 

4. VV' hich country* has tlie second largest 

population? ^ 

5. Which countiy has the capital witli tJSjk^ 
largest population? , ^ 

6. In which country is the city with the 
largest population located? 

7. What is the city in Canada with the 
largest population? 

8. What is the largest city in Ecuador? 

9. How many cities with a population of 
o over a million are listed? 



Ch»ck th# answer key* 

WOU NUNVlMaTDH H. ^ . PMINtKO IN U & «W* C «Mn tOUCATlOMAt OCVtLOPMKNTAt CASOIIATOIIIKa 



r " 



—17 



197 



OBJECTIVE: 



MATERIALS : 
PROCEDURE: 



REFERiENCE SKILLS Auto, Mech. 

]>r*aft, . ^ 
EUc. ^ > 
Met, Sh. 

' Copyright W<j|tlce 

Jot Sheet #1 * 
To gain practice in reading a Copyright Notice ^ 
Information Packet on Copyright Hot Ice ♦ 

!• Read the Infornatlon Packet on Copyright Notice carefully, 
2« Uflng the sheet of Copyright notices Included In the packet » 

answer the questions below, 
3, Write your answers on the lines provided. 




QUESTIONS: 



1, What was the first publication date of each of the following books? 
Book First Publication Date 

The Eastern Hemisphere , 
DtgCQvcrtai Oor World 



The. Wonderful World of Science 
Webster* s Elementary Dictionary 
Animals of Yesterday 



2, Write the names of three books on which the copyright protection lias 
ended and tell the year in which this happened, / 



Write /he names of two books on which the copyright protection would have 
ended/ if a new copyright had no been obtained, T6 find this answer you 
will nave to check both the first and last publication dates. 



Writ* ch« namea of two booka about nedlclna and glva thi latiat publlcjtlon 
date for .aach. 



ERIC 



REFERENCE SKILLS cont« 



I! 



If you had to choose beitween these, two books for asterisl about progress in 
medicine, which would you select? * 

Why?^ ^ ^ — 



. REFERENCS SKILLS 



Copyright Notice 



Job Sheet #2 

OBJECTIVE: To gain practice in reading a Copyright Notice . 
I 

MATERIALS : Information Packet on Copyright Notice . 

PROCEDURE ; 1. Review the Information Packet on Copyright Notice , 
^ , • 2. Using the sheet of Copyright Notices included in the packet » 

complete the following exercises. 
3* Write your answers o» the lines provided. 

ft it it it ^ 



QUESTIONS : 



1. 



Put U oh the line fo]Llowing the book title below, if you think that the 
material in the book is up to date for use as a reference. Put 0 on the 
lipe if the book is out of date and for that reason would not be useful 
as a reference. Keep in mind that not all books are out of date because 
they are old; that changes and new discoveries make a difference in the^ 
use of a book. 



Ihe Wonderful World of ^ Science 

All About Dinosaurs 

Animals of Yesterday 

Living Together as American Neighbors 

Webster* 8 Elementary Dictionary 



^2. 



Using the symbol adopted after the Universal Copyrigjpit Convention as a 
guide, list the books which have a copyright date sihce the symbol was 
adopted. Write the qopyrifeht date on the line to the right. 



ERIC 



3. Name the book in which the copyright notice tells you that a new section 
of that book was copyrighted, 

200^ 



' . ' GUIDE WORDS 

, . ' Job She^ ffl 

OBJiCTIVB ; To gain practise in using dictionary Guide Words • " 
MATERIAL: The American Loose Leaf Dictionary 

PROCEDUEg : 1. Look at the list of v;ords below. Take one word at a time and 
look at its letters carefully. 

?. Using The American Loose Leaf Dictionary find the pair of guide 
words on the page where each word would be found. 

3. For each word listed in the first column write the guide words." 
The first one is done for you. 



1.' 


block 


?. 


terminal 


3.* 


balance 


4^ 


swing 


% 


tread 


6. 


thruct 


7. 


keeper 




cam 


9. 


seal 


10. 


boost 


!!• 


point , 


12. 


stationary 




extract 


14. 


bearing 


15. 


circuit 


16. 


series 



ERIC 
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\ ^ ^REFEREaiCE - Auto Mech . 

SPECIFIC REFgRENCE 

Job ■ iheet #1 * . ' 

OBJECTIVB : ^ Tu learn how to find information on repair , replacement and overhaul 
of automobiles , ^ 

IiaT3aiAL3 ; . Motors Repair Manual . 

FROCEDUHE: 1. Obtain Motors Repair Manual . 1970. 

2. find the chapter on a I968 Jeepster. ■ 

3. Using your reference skills, answer the following questions. 



juasttotis ; 



ERIC 



1. The compression pressure on a F4-134 engine should be? 



2. The hot idle speed for a t/8-327-1966 model with automatic trans- 
mission ist 



3* The valve stem cltsarance on a I969 6 cylinder 225 cubic inch is? 

4. List the parts contained in the valve train of a*1969 V8-290 engine? 

5* List below the 19 steps required to install an engine in a Jeep. * 

i 



r 



( 



208 



IffiPEREUCE - Auto ^ Mech. 
8PECIFIC REPEHEaiCE 



Job Sheet #2 



OBJECTiyE ; To gain practice in finding necessary ^and useful information for 
dqing a particular job. 

MATERIALS : Alemite»s Recommended Traininig Procedure for Wheel Alignment 

PROCEDURE ; !<• Obtalin the assigned material from the file. 

2. Using your reference skills, answer the questions below. 

3. Return the Alemite pamphlet on Wheel Alignment to the fihe. 

gUESTIOrg ; 1. On what pages will be found information about Basic Fundamentals 
on Caster? 
2^. What does negative caster mean? 

3. On what page can be found information about the catises of 

scuffed tires? 

4. Is there a picture in the book illui^trating static unbalance? 

5. What is the first page on whi^ch we can find information about 
toe-in? 

' 6. On what page can you locate information about front end troubl?5? 

7. List the number of each page that contains information about 
: tire w-jar . 

3. Give the number of the chapter which would give you information 

about making alignment correction* ^ ^ 

9. On what pages can you find information about the steering 
geometry of the automobile? 
10. On what page would you find information about steering components? 



ERIC 
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& REPERBIICE - Auto ^ Meoh* 
SPECIFIC REPBREHCE'" 



Job Sheet #3 



OBJECTIVE: To leam how to find information on repair t replacement « and overhaul 
of automobiles* " , 

MATSfgALS t Chilton Repair Jtoaual, 1969 edition . 

PROCEIXJRE ; 1. Obtain the Chilton Repair Manual, 1969* 
Z. Locate the Section for Volkswagen* 

3. Turn to the VW index ax^ find the pages for tiwismission disaaaembly* 
4* Find tjie information necessaury to answer the following questions* 

•5- When you have completed the job sheet, return the Chilton Manual 
to the shelf* 

gUESTIOHS t What is the No* 4 step in disassembly? 

^ 2* In assembly of transmission should a gasket be used between the block 
halves? 

3# The proper torque for the locfcnut on the drive pinion assembly in 
^ ft* lbs. 

4. The first step to disassumble the drive pinion is to do idiat? 
5- What is the second step in assembly of the main driveshaft? 

^ 6« What should the clearance between the axel and fulorun plates be? 
?• What is the double row pinion bearing preload? 
3. Name the tool used to press out the differential* 
% J^hat is the second step for replacing the main drive shaft oil seal? 



REPHaENCE SKILLS - Auto. Ueoh. 
Table of Contents 

Job Sheet 1 

OBJr^TI^'* ; To ftiin. prrtctice in UGing-a Table of n.^:^ntentc; . 

!!AfBEIAt^ ; Information Packet on Table of Content£f and Automotive Meohanica 
by Grouse. 

PKOCEBUIE : 1. Read tiie Information Packet 6n Table of Contents carefully., * \ 

"2. Uoe the Table of Contents of the book Automotive Hechanicc by 
Grouse to answer the following cxuestions. 

, 1 . On what pa^;e tjo^uld you begin to read if you panted to find out how 

electricity io pr^'tiuced by generators? 

(• 

T'. If you v;anteid to find iriforraation on cooling where would you look? 

J. *rrite the name of that part of the took which v/ould tell about inter- 
esting tliingD that you can do to learn about automatic transmission ser*- 



1. Jrite the nuiAbero of the two chapters whicli tell about water. 

5- 'fhat are three kinds of simple machines mentioned in the first chaxiter?^ 

Ancxjer the follotung questions Yes or Mo : 

* 6. The inde>: in this boo!; comeo before the glossary. 
. 7. "Priction" is a chapter heading. 

' . Kadial ^pngine io a subtopic under Chapter V. 

Pago ?57 hao pictures on it. ^ " 



10. Yoli t?ill probably find some information about specifications 
under the subtopic which begins on pAgej.12. 

^ 11. You find ••Heat" listed as a subtopic in this Table of Contents. 

_ 12. Chapter ? t';ill probably tell about machines. 

13. There are forty two chapters in this book. 
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fiBPBRENCE SKILLS - Auto. IJooh, 
Table of Contentft 



Job Sheet #2 



OBJECTIVE; To gain practice in using the T&ble of Cpntenta . I 

MATERIALS; Information paoicet on Table of Contente and the tejctbook, Automotive 
Mechanica ^ 

^PROCEDUHE ; 1, Rc^ad the information packet carefully* 

2* Use the Table of Contents from Autoiaotive Mechanics to answer 
the following qpxeetions: ' 

QUESTIONS; 1. What does chapter 20 say about a tapered journal that is out of 
round? . ^ 

2* Nariie three conditions in the cylinder block that cbuld cause tmeven 
main bearing wear? 

3# Explain how to check main-bearing fit with plastigage* 

4* What is meant by servicing the crankshaft? 

3* Name the pal'agraph on how to 'hone cylinder walls, 

6* What oils or fliiids are used to hone culinder walls? 

?• Name the paragraph on how to bore a cylinder 



it 



REFERENCB SKILUS Auto. Meoh. 
Table of Contents 



Job Sheet ^ 



DBJECTIVB: To gain practice in using a Table of Contents . 

MATERIALS ; - Inf oimtion packet on Table of Contents, and Automotive Mechanics 
\ ! by Grouse . — — 

PROCarOHS : i. ^Read the inf'orthation packet on Table of Contents carefully., 
^ 2. "Uise the table of eContents of the book Automotive Mechanics by 

Grouse to answer the followiftg quest ione. 

^lasaTIQNS ; 1. On what page would you begin to read if you wanted tp find out 
* how electricity is produced' by generators? 

2* If you wanted to find information on cboling where would you 
look? 

,3. Write the name of that part of the book which would tell about 
interesting things that you can do to learn about automatic 
; transmission service. 
4. Write the numbers of the two chapters which tell about water, 
5- What are three kinds of simple machines mentioned in the first 
chapter? 

Animer the following ; quest ions Yo g or Wo: 

" ,. 6. The index in this book comes before the glossary. 

"Priotion" is a chapter heading. 
Radial engine is a subtopic under Chapiter V. 
Page 257 has pictiires on it. 



, 7. 

- 9- 

10. 



You will probably find some information about specifi- 
cations under the subtopic v^ich begins on page 12. 

^11. You find "Heat" listed as a subtopic in this table of Contents* 

12. Chapter V will probably tell about machines. 

13. There are forty-^two chapters in this book. 
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Alphabetical Order 



Job 3ii ^et 1 



B.r' CTWh : To -j.tia practice ia ftlpha'beti^un^ . 



luformatxou Ktciet on Alphabet ical Order aiid iirchitecttiral ,i BuiJjli£g ^' 
fraieii; :')iet xonar^^ by Tovmaend, Bin±e & fiaisf3ll, " " ^ 

if 

1. Uead tiiij Information Packet careftxlly, " - 

J^/low aro some v/ords whicii have been left out of the word liot, 
fotmd in the Trades Sictlongry , 

3. In the r^tctce provided, urite the two words that each word listed 
belov; would oome between. The first one m done for y6\. 



1ft er !;lord 



Before 



a^OTemte 1 . African mal^ogany aerograph 

" ~- 2 m air drain 
0 3» anchor 

4. an^le shaft , 

^. 5» ■■ arbor 

6* ajcia ' 

7 • baluster 

^ m bargeboard 

■ , ^ 9» batter 

^ 1 0, T ore 

^ 1 1 • box frame ' 

1 • brais ier 

, 13» bridging joist * 

1 4 * buttery ^ 

^ 15* canopy 

^ • carrel 

.- 17, eatoh 

- 

ki, „ eeil ^ 

- 1'-'^ cheek ' 

, ?0. cinder fill 
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♦ . ■ REFERENCE SKILLS - Draft 
^ . Alphabetical Order 



0^ 



' , " Job Sha'et m^^^_^ ^ 

03JECTIVB : To gain practice in alphabet iaing^ 

HATMIAli; : Bibliographj' - Drafting " ^ 

-feoClSDlfHE: Put each of the authors into eorrect edphabetical order. 



Aurttiors 



1 » Thomas ' 1 

Doat^ierty j - 2, 

3# Giackine ^ Bfeui:ema 3*» 

4* Rales . 4- 



fi, HeiJler - ^ 5- 

7. Lusadder , 7» 

9. Gaptill * 9. 

!©• Svenoen 10, 

11. Gibby 11. 

32. Watson . ^ 12. 

13. Sipprich 13. 

14« Brown 14* 

1 % Ifoover 1 5* 
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IffiPEREfJCE SKILI^ - Draft, 
Alphabetical order 



Job S}.6et -'J 



OOJjjCTPf:' ; To gain practice inalphfibetiring, 

f m'PiliLlL^ ; BibliOfe.Traphy - Drafting; I 
PPiierajlMl':: ' Mrite the following book titles in alphabectioal order. 



1. 



1 1 . 

1% 
1 I. 
15. 



. Titles 

ijmph le ".Arch it ecttire Draft ing 
Technical Illustmtiog^ 
oheet Metal Pattern 

Mecuanical Jjrawin^ " ^ 



''■f c u ri i c 'tl I r ciW i n 




Fro)blemu in Architect-ural Drafting* 
• Gaiiro^ Pencil SLetoii'iu^'": 
Fr'':'ehti.a-i Sra^tinn For Technical 3l:etcliin^: 
!fou- t'j tfoe Creati^^e Perspective 



Alphabetical Order 
1* 

3- 

A. 

5- ■ 



5. 
7. 



8. 



-9. 
10. 
11. 
1?. 
13. 
14. 
15. 



ERIC 
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REPERESCE SKILLS ~ Draft. 
Guidg Vfordii. - Architecture 

Job Sheet ffl 

OBJECTIVE: To gain practice in using dictionary Guide Wbrds.- 

MA FERIAI^ ; Information Packet bn dictionary Quida Woyda. and 

Architactura & Building Icidas gictlonartr* Burka, and Daltall. 

PROCEDURE: 1. Look at the list of Horde below. Take one word at a tine 
and look at ita letters carefully, * 

2. Then look through the list of guide wrds on the Info. 
*. Packet. • . 

3e Find the pair of guide words that would appear on the page 
where your word would be found and write those words below, 
the first one is done for you, 

X. gatehouse »8 log Georgian Architecture 

2. Gothic . 



3« slab 



4. panel 



5* granite 



6* annealed wire 



?• foot pace 



8, header Joist 



9',, Jalousies 



lOe tenon 



11. wirxi beta 



12, veneer 



13^ staircaiAi 



\k. balcony 

15e calking 

I 

16. teneMnt (puM 



17e rajMer | 



Id. lag sorew 



19# gatebo 



fireproof " ' 



REFERENCE SKILLS T- Drafting. 
Guide rforda - Architecture- 

^ ' ' \ Job Jheet ifO. 

da.JSGTIVS : ' To gain practice in usinc dictionary Gjjida Words. 

MAMilALS : Information Packet on dictionary Guide Words and Architacturffl^ 
Building Trades Dictionary by !J^)Wnsendt ' * . « 




TROCEDUftB: 1. 



3. 
4. 



Below are five pairs bf giiide words that could be^ f ouq^ on ' * 
dictionary pages. Under each pair of guide words ie^a li^t of 
words. ^ ^ 

Decide which words in the list could be found on that^'page. 
Circle these words. 

Then write the circled words in alphabetical order in the 
provided. Two wdpds in Group I are done for you. 

band saw 



1. 


Bandafte • 


bar handle 


a. 




balcony 


DareToot 






baptistry 


bar 


0* 




baluster 


banister 


d. 




baiid saw." 


balloon f randng 


e. " 




balk^ 


balimce sash 


f . 


*^ m 


Camber icdece. 


cantilever .loxsts 






campanile 


caliper 


a. 




calking 


canopy 


. b.^ 




camber arch 


canalist^ 


c. 1 

d. ^ 




caliber 


cambium 




cancelli 


calyx 


e. 


3. 


c(^ilinp:.ho^k 


center wnch / 






center line 


centigrade 


a. 




cell . 


center piece ^ 


b. 




cedar 


ceoopool 


c. 




cement gum 


cairil 


d. 




canall 


cellar ' 


e. 


^* • 


door detail 


door atrip 


* 




door otep 


doorhead 


a. 




doorframe detailo 


domical vault 


b.. 




dome 


door ohec^- 


c. 




doorbell 


doorcaa»int' 






door *^poot 


doorotep " ^ 





Baniste 



r 



218 



expanQion strip 
eyebolt ^ 
expansion bit 
eecalator 
exterior wall ^ 
extendeSr 



eye'brow dgrmer . 
extra heavy 
expansion sleeve 
exonarthex , 
estimating 
excavator 



21 n 



•REfSRSNCE SklLLS •> Draft. 



Job utieet m. " 
OBJECTIVE ; To gain practice in using the Index of a book. 



MATERIALS ; Information Packet on Index . Part I and Engineering and Drawing by 
jWench^and Vierck. • 

PROCEDURE ; 1. Read the Information Packet on Index careftOIy. 

2. Using the sample index page in tlie Info. Packet ,Part I, 

answer the questions below. The first one is done for you. 

QUESTIONS ; 

1. On what pages will be* found information about aeronautical maps axjd 
symbols? 

2. Write the number pf every page that* tells information about dimension- 
ing a eylinier> 

3m Is there information about fasteners used in wood on Page 373? 

^ and on what pages do you find threaded pines? 

km Where can you fiixl inf orraaljion about diagrams in elect^city ? 

5« Inhere can you find information aboijl^ heat ix)wer symbols? 

6. Is there a picture on orthographic projection showing the different 
views? on what page? 

?• On what page can you find information about pictorial sketching? 

On Pages AA2 to A47t what mathematical functions are shown? 

9. On Page 18, fig. 18.2, what infoinnation does it give? 

10. On Page 457 1 what charts are illustrated? 



220 



RSFSRENCS SKILLS - Draft. 

Job Sheet #2. - 

OBJECTIVE x To gain practice in using the Index of a book* 

MATEJgALS : Information Packet on IndeX t Part ani Engineering Drawing by 
French. 

■" ' t 

PROCBDURE : 1. Read the information Packet, Index . Part II carefully. 

# 

2. Using the index ixiclude the packet for refex^ence, complete 
the following exercises. 

3. Itaderline the kgj; words you would choose to locate the follow- 
ing. Then write the nuntoers of the page on which this inf omw 
ation can be f ouxid. ; The first one lA done for you. 

Ei^SRCISE : - , . 

1. Calipers are divice^ to take measurement. Page it02 . 

2. Most comroercial and advertising signs are made with boldface letter- 
ings. Page .^....^ 

3« Objects whose true size are not shown in the orthographic views are 
mostly diverted to auxiliary projections. Page ■ 

4« Isometric projections are always presextted at thirty degrees. Page 



5. Oblique hexagonal pyrandds has six sides. Page* , 

6. A drawing of perspective projection. Page . 

7« Pictorial sketches are always necessary in technical sketching. 
Page ...^ 

8a DiraeMioning an object is related to size desription. Page ^^^^^^^ 

9» T-squares are divices to draw horizontal lines. Page ^ 

10. View spacing is necessary so that the drawing will be balances within 
the space provided. Page 
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REFERENCE - DRAFT 
Specific Reference 



Job Sheet^#l' 



OBJECTIVE: To gain experience in finding information on architectural standards - 
desifn ^ eliilctrtcal t plumbing s ^ - 

MATERIALS : Architecttire ; Design . Engineerini^ t Drawing . 

PROCEDURE: Making use of the index and table of contents in the assigned material, 
locate the information to answer the following questions. 



QUESTIONS: 



*1.(, How win the source of light in a room be controlledl* Explain. 

2. How do you determine the average" spacing of electrical outlets in: 
0 (a), bedrooms 

(b) . living tX)om 

(c) . kitchen 

3. What are the heights of the switches and outlets in the living room 
and IdLtchen? Explain. 

Explain the word special control? 



OBJECTIVE ; 

M/llERIAIS ; 
TERMS: 



REFERENCE - DRAFT 
Specific Reference 



Job Sheet #2 



To gain ejqperience in finding definitions and abbreviations of 
technical terms , 

Architecttiral and Building Trades Dictiona3:ty > 



1. Backing 

2. Riser 

3. Soffit 

4. Hip 

5. Miter 

6. Purring 

7. Flashing 

8. Batter Boards 

9. Coping 
10. Girder 



OBJECTIVE ; 

PROCEDURE ; 
TERMS; 



REFERENCE - DRAPt 
Specific Reference 



Job 3heet ^ 



To gain experience in finding definitions and abbre>riations of 
technical termS i> t 

Dictionary of Technical Terms 

1. Making use of your alphabetizirig^ skill and the Guide Words in the 
dictionary, locate and write out definitions for the Tollowing terns;. 







2. 


Teur plate 


3. 


Keyway 


4. 


Ashlar 


5. 


Bearing Wall 


6. 


Sill 


7. 


Lintel 


8. 


Bridging 


9. 


Ashlar 


10. 


^lorol 



0 -- 

erIc ^ 



REFERENCE - DRA.FT. 

/ ^ Job Sheet #4 

OBJBCTrtt g To gain experience in finding definitions and' abbrefviations of 
technical terma# 

MATSrOAIS : Dictionary a£ Technical Terma 

PHOCEDURE : 1. Making use of your alphabeti2dng skill and the Guide Words in ~ 
the dictionary, locate and write out definitions for the following 
terms: 



1. 


Camber 




Valley 


3. 


Purlins 


4. 


Lintel 


5. 


Diagonals 


6. 


Clearance 


7. 


Girt 


8. 


Cover Plate 


9. 


Beam 


10. 


Joist 



ERIC 
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REFBRliaiCE SKILLS - Kloc. 



Alphabetical Order 

Job .aheet #1 

I 

OBJECTIVE ; To ^axn practice in alphabet! ^in^ > 

ii 

mTELmLS : Information Packet on Alphabetical Order. 
Modem Dictionary Of Electronics . 

PROCEDlTflE : 1. Read the Information Packet careftOljr. 

2. Lo6k up the words in the Modem Dictionary . Of ELectroniiCs . 
3» In the space prpcided, write the two words that each woiti listed 
below would cocae between. The first one is done for you. 



After 



marria>;;e 





WORD 


1. 


raarpied 


2. 


cable 


3. 


dry cell 


4. 


emitter 


5. 


ground 


6. 


ICBC 


7. 


Kc 


3. 


P. A, System 


9. 


Rf 


lu. 


3oom 



Before 
' marry 



4, In the card catalogue in the library, find the call numbers for the 
following books, irfrite the call number in the blank. 



1. 48,000,000 Horses 

2. A Proitrammed Course in Basic Electricity 

3. ABC's 0^ Electronic Test i robes 

4. A Giant Set 

5. The Making-: of the Electrical Age 



ERIC 
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RBRERSNCE SKILLS - Blec. 
QUIlg WOHDS 



Job Sheat ^ 



OBJECTIVB : To gain practioe in msing dxotionarj gaido words 
mTERIALS ; Howard Saw* Modem Dictionary of Blectronios 



PROCEDURE; 1. 



2. 
3. 
4. 



5. 
6. 



Below ar# fo^lr pairs of guide words that are found on dictionary 
pages in Modem K>ctionary of Electronics . Under each pair of 
guide words is a list of worSs* 

Decide which words in the list could be found on that page. 
Circle these words „ 

Then write the circled words in alphabetical cinder in the 
space prorrided. 

Check the^ Modem Dictionary of Electronics when you have fin^ 
ished to determine if your azuiwers are correct* 
Turn in job sheet « 



1* backward-wave tube 

balance 

"^Jhalwioer 
balanced-wire circuit 
bakelite 
baffle 



balanced voltage 
bar 

bandstop filter 
balanced line 
balanced voltage 
band width 



b. 
c. 
d. 
e. 



2. dial cable 

dielectric current 
dielectric guide 
dielectric axq)lifier 
dial lig^t 
dial 

3. screen angle 

screen grid 
SCE 

secondary cell 
search coil 
selector 

4. N.V. 

OAO 
octal 

Nyquist interval 
off-center display 
nxill 



dielectric constant 




die banding 


a. 


dielectric capacitor 


b. 


dijuDond antenna 


c. 


detent 


d. 


IF 


e. 


secondary color 




secondary color 


a. 


secondary line 


b. 


search gate 


c. 


seam welding 


d. 


scope 


e. 


schenatic 




off^elay 




off set 


a. 


dhm meter 


b. 


ohm's law 


c. 


oil 


d. ■ 


octave 


e. 



ERIC 
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REPERBNCB SKILLS - Elec , 
(mm WORDS 



Job Sh3et J2 



OBJECTIVE ; To {jam practice xn using dictionary guide words 
MATERIALS; Information packet on dictioneay guide words 



PROCEDURE: 1. 



2. 



3. 



Look at the list of words below» Take one word at a tima, 
and look at its letters carefully. 

Then look through the guide words in Modem jpictionary of 
Electronics . 

Find the pair of guide words that appear on the page where 
your word would be found, and write these guide words bolow. 
The first one is done for you. 



1. Card 

2. Fixed resistor 

3. Inductance 

4. k * 

5. Motherboard 

6. Pf 

7. Relay 

3. Multiplex 

9. Vacuum tube 

10* Yoke 

11. Stereo 

12. Probe 

13. Arc 

14. AVC 

15. A.C. 

16. D.C. 

17. Beta 



capture 



careless 
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~ REFERENCE SKUAS - Bleot 

Tablt of Contents 

Jbb She^t #1 

OBJECTnm : To gain practice in iiaing a Table of Contents » 

MATBimLS : Information Packet on TaMe of Contents^* 
' ABC'b of Capacitora 

PROCEDURE : 1* Read the Information P*u;ket on Table o f Contents careftxlly* 

2* Use the Table of Contents of the book, ABC's of Capacitora « to 
answer the following quest ioxza*. 

1, On what page would you. begin ,to read if you wanted to find out trnite of 
meaeurementB for capacitors? 

Z\ If you wanted to find information on ceramic capacitors, where would you 
look? 

3, Write the name of that part of the book which would tell about capacitor 
testing, 

4, Write the lumbers of the two chapters *diich tell the construction cf a^ 
capacitor, 

5, What are the nine kinds of oapmcitoi^ mentioned in this book? 

Answer the following quest ians Yes or No: 
^^^^^^^^ 6, The index in this book comes before the glossary, 
' ?, "Teoting" is a chapter heading, 

ri, "Lead length" is a subtopic under Chapter V, 

9, Page 60 has pictures on it, 

^10, You will probably find some information about temperature under the sub- 
topic which begins on page 77* 

1 1/ xou find ''out of circuit capacitor ohecftfer" listed as- a subtopic in this 

, table of contents, 

_12, Chapter V will probably tell about poiition of a capacitor. 

„ 13. There are nine chapttM in this book. 
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REH^REMCE SKILLS - Elec. 
Table of Contenta 

JoTi Sh« 3t ii' 

OBJ'-^'^TWB : To yiin practice in using a Pa^bl^r of Contents > 

riATl'-lIjtTAm : IiiforraatiQii Packet on Table of Contents > 
A'BG * g of Capacitorg 

* 

PROCHDURE ; \. Read the Information Packet on Table of Contents careftilly# 

♦ 

2« * Use the Table of Contents of the book ABC's of Capacitors 
to answer the following questions. 

^^^;TIO?Ii; ; ' .. 

A* Write Yeo if the statement ia correct. Write No if the 3tatem*nt is not 
correct. 

1. You can find out how a capacitor works if you yead Chapter II# 

2. The chapter '^Capacitor Application" includes soldiering precautions. 



3* The chapter '^Capacitor Theory" contains a subtopic entitled 
"Capacitor Safety." 

4* Tlie reference sections in the table of contents include a biblio- 
jraphy. 

5* This table of cdntents tells how many pages the index covers. 

6f You w^ill pro^bly find some information about power factor in 
Chapter II. 

7» Chapter I will parobably discuss farad. 

?. Each chapter .has three subtopics. 

9. You will find information about something on how capacitors work 
on page 6. 



ERIC 
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BSIKRBlCt - >lgd « 



aBjaCTIVlt To gain •xp«rl«ao« in llndia* d«fiaitioa» aad abbreviKtiom of 



f ohnioal itnp oa tht Attdio-rr«<itttaQar Aiv>llfl«r 



MifPgAIg ; Th8 Diotioaftiy of Bleotrloal f«xm 

PROCmuRB: lUkLat of Handbook of IXecttrioea Tenw and the Guide 



Words i^ the dictionaiy, loo»t« and wit*, an* definitions for 
the folioHing terast 



1. 


Couplixjg oapsoitor 


2. 


Resistsnoe coupling 


3. 


Niorophone 


4.- 


Aaplif ier, Audio-frequenoy 


5. 


Orid 3fesistor 


6. 


Phonograph pickup 


7. 


ABq;>lifioation,. Stage of 


8. 


PotentioMter 


9. 


Transfonwr coupling 


10. 


Plate resistor 


11. 


Audio frequenoy (AP) 


12. 


Piezoelectrio effect 



TSBMSi 
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REFERENCE - fileo > 
GLOSSART 



Job Shoot #2 



OBJECTIVE ; ^To gain oxporicnoe in finding dofinitiono and ab^jroviationQ of 
technical t^tm on the VacuuiHrubo Beotector ^ The Triodo. 



MATERIALS ; 
PROCEDURE ; 

TERMS: 



Dictionary of Electrical Term 

Making ixse of your alphabetizing skill and the Guide Vorda 
in the dictionary, locate and write out definitions for the 
following tortts; ^ 



1. 


Grid 


2. 


Circuit, plate 


3. 


RhooQtat 


A 

H-* - 




% 


Volume control 


6. 


Batt ery-Filaaent 


7. 


Selectivity 


3. 


Grid bias 


9. 


Triode 


10. 


Ohm 


11. 


Battery - plate 


12. 


Sensitivity 


13. 


Circuit, grid 


14. 


Grid leak 


15. 


Battery-grid-biao 


16, 


Grid capacitor . 



1 



Job Shoet #3 



OBJSCTIYBt 7o gain ezperienoe in finding dAfinitiona and al)l>reviatlon8 of 
■ teohnical t«xw on nodulation* 

mfERIALS : Dictionary of Electrioal Term » 



PROCEIXJRB ; 

w 



TEHWS; 



IbOdng use of your alphabetizing skill and the Guide Words in j 
the dictionaryi looate and write out definitions for the followitig 
terns: 

1* Facsimile transmission 
2. Amplitude modulation 

3» Discriminator * 

4* Crystal microphone 

3* Capaicitor micr9phone 

6« Channel 

7* Carbon microphone 

8* Cathode modulation 
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R&P&RBMCE Bleo , 
CgiOSSAHT 



Job Shoat m 



OBJECTIVE : * To gain experitnoe in finding definitions and abbreviation of 
technioal tenni on the Cftthode^-Say tube* 



MATERIALS : Diotionaxy ot Electrical TerwB 



\ 



PROCEIXJHB : Making iise of yonr^ alphabetising skill and the Guide Words in 
the dictionaiyi locate and lirrite out def inji^ions for the 
following terms. a 



TEHKS: 



1# Oscillograph 

2. Linear timing axis oscillator 

3. Focusing electrode 

4* Photoeleotric materials 

5. PPI radar 

6. Tuning-^ye tube 
?♦ Iconoscope 

3. Sawtooth oscillator^ or sweep .oscillator 

9. Horizontal deflecting plates 

10. Kadar 

11. Linear sweep 

12. Television 

13. Mosafc screen . 

14. Thyratron 

15. Vertical deflection plates 



i 



REFBBENCS 



Bleo. 



Job Shdet #5 



OBJECTIVE : To gain ezpezdence in filling definitions and mbtoaviations 
■ of technical teraa on Hadio Antannaa» 



mTERIALS t 
PROCTBaXJIBB ; 

o 

TBRMS: 



Dictionary o T Electrical Taraa 

Making uBe of your alphalNitiaing-akill and the Guide 
Words in the dictionary^ locate and urite oat difintions 
for the following terns: 



1. Center feed 

2. Folded dipoe antezma 

3. Loading 

4« Vcitage-»fed antenna 

5* Standing wave 

6. Antinodes 

7* Hertz antenna 

3. Transmission lines 

9« liarconi antenna 

10. Vertical radiation pattern 

11. Radiation pattern ^ 

12* Cnrrent-f ed antenna * 

13# Lumped inductances and capacitances 

14« Refelctor 

15. End feed 

16. Horizontal radiation pattern 

17. Bipble antenn 
18* Loops 

19. nodes . ^ ^ 

20« Radiation resistance 

21* Bistrilnited inductance and capacitances 

22. Feeder lines 

23. Resonant transmissioii lines . 
24« Konresonant transnission line 
25* Harmonics 

26* Fundaaental freqw^nay 
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REVERENCE Blec. 
, QLOSSAHI 



Job Shoot #6 



OBJECTIVE : To gain experience in finding definitions and abbreviations 
of technical teras on Elininating the ^ Battexy« 

MATERIALS : Dictionaiy of Electrical Terws 

PROCKiX)toi : Kaking nse of your alphabetising skill and the Guide 

Words in the diotionaryi locate and write out definitions 
, for the following term: 

TERMS : 1. prid-leak and capacitor bias 

2. Cathode resistor ' 

3. Fixed bias 

4« Cathode tijrpass capacitor 
5* Self bias 
Contact bias 



6. 



1. C-^ttexy eliminator 



Job shitt #r 



OBJICTIVK : To gain •xpezdenoe In finding definitions >ad abbrtviatioa i 
of technical tmrm on the DjMmio SjHMkir 



lUTHOaiiLS; Dictionary of Eleotrioal Ter^a 

PROCTPXIBS ; Nftking use of your alphabetising skill and the Guide 

Worde in the diotionaryt looate and write out definitions 
for the following teras; 



TEHIB: 



1. Voice call 

If 

2* i:tynamic speaker 

3* Output transformer 

4* Permanent-Knagnet dynanic spei^er 

5* Electromagnetic dynamo speaker 

6. Field coil 

?• Spider 

8* Permanent magnet 



HSPSRSNCK - Eleo, 
GLOSSAHr 



Job Sheet 



OBJECTIVE : To gain experience in finding definitions and abtoeviationa of 
technical terms on electron^^tube awplifiew 

MATERIALS : Dictionary of * Electrical Terms 

f^ROCEDURE : Making use of your alphabetizing skill and the Quide Word 
in the dictionaryi locate and write out definitions for the 
following words. _ 

TERMS : 1. Audio-frequency amplifier 

2. Frequency distortion 

3. Distortion 

4* Impedance matching 

3* Degenerative feedback 

6. Nonlinear distortion 

7. Class AB amplifier 
3. Power amplifier 

9. Class A amplifier 

10. Class B amplifier 

11. Voltage amplifier 

12. Negative feedback 

13. Class C amplifier 

14. Delay distortion 

15. Inverse feedback 

16. Overloading 

17. Phase distortion 

18. Third harmonic 

19. Radio-frequency amplifier 

20. Second haitnonic 




BDSSBIICI - Sl£Q* 



Job Sh6«ft #10 



OBJBCTIYS ; To gain experience in finding deftnitioMi and abbreviKtions of 
f ohnioal ter— . on Tub* aad Tnuwiittor Ch*x»ol«ristio« 

maeRIAia ; Dictionary at Electrical Ter— 
Handbook of Sleotrioal Ter— 

PROGIPORB : Naking use of your lapbabetizing skill and the Guide Words in 
the dictionaz7t locate and write out definitloM for ths 
following tems: 

TSMB ; 1. Alpha 

2. AiQ>lification factor 

3. Beta 

4* Plate dissipation 

3. Meroury-vapor reotifiar 

6. Charaoteristic ourva 

7. Voltage axrplificatlon or gain 
3. Saturation current 

9. i:tynaiaic characteristic curves ' 

10. Smission curx^ent 

11. Static characteristic curves 

12. Plate characteristic curve 

13. Power Sensitivity 

14* Plate efficienpy ^ 

13* Kutual conductance 

16. Plate resistance 

^ 17. Transfer characteristic curve 

18 • Transconductance 

19. Space charge 

20. Saturation point 



REFERENCE - Blec . 
GLOSSARY 



Job Sheet #11 



OBJECTIVE : To gain e3c;parience in finding definitions and abbruviationo of 
technical texw on the Eleotron tube Oeoillator 

MATERIALS ; Dictionary of Electrical Tenae 
Handbook of Electrical Tertne 

PROCEIXJRB : Making we of yotir alphabetizing «kill and the Guide Words in 
the dictionary, locate and write out definitions for the 
following wo3rd«: 

TERMS : 1. Colpitte oaoillator 

^2. Oscillator 

3« Tank 

4* Electron«-Cbupled oscillator 

5* Hartley Otciliator 

6* Crystal oaoillator 

7. Continuous radio frequency 

8. Feedback 

9. Piezoelectric effect 

10. Txmed-grid or toined-plate oeoillator 

11. Carrier 
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SPECIAL RffSBiCE - ELBC* 



JOB SHEET #1 

OBJECTIVE; To find the cheapest way to build the following project, by order- 
ing the parts from the company which offers the lowest price. 

mTERIAIS ; 1. , Radio Shack 1970 Annual catalogue. 

2. Lafayette Radiis Electronics. 

3. datalogue 710, Electronic 1970*Canponents. 

PROJECT t Timer - moisttire - light act.ivated,, relay. Find copy in folder. 

PRQGM)URE i 1. Look up the components in the above Ahree catalogues and list 
the Ijarts which are cheaper.. ^ 
"2. fill in the order blanks below^ ordering from each .conqiany 
those parts which that coarpany offep? at the cheapest price. 



RADIO SMCK 1970 



Quantity 


Number and description 


Individual price 


Itotal price 




■J- 






TAFAYRf-m TunVn w^jnTTinNTaq - 


Quantxty 


Number and description 


Individual price 


Total price . 


1 * 






♦ 


Er.RRTRnNXfi 1070 COMPONENTS 


Quantity 


Number and description 


Individual price 


Total price 


- 11. 1 1 
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HIFiSSKS - Itet . Sh. 
ALmBRIZIHQ 

Job Sheot #1 



OBJECrriVE t To gala practice in alphabetizing. 

MATEHIALS ; The auWieading* under the mflirheading ^Cutting of Thremd»*» contained 
on thie sheet 

PROCEDORS t Place the eubheadinge in ooltutti^ 1 in correct alphabetical order in 
ooltian 2* 

ALPHiJBgraCAL order ae in an index 

Cutting of Threade 2» Cutting of Threade 

queations on 
metric 
on taper 
0 without threading dial ^ 
gearing lathe for 
kcm 
internal 

AflMrican Hationia ^ 
left-hand 
% square 

without rewrae belt • 
with compound mut 
etep-*hyHStep psrooedure 
multiple 



if 
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REFEREIRCE - Net . Sh, . 
ALPHABBTIZIUQ 

Job Sheet #2 " . ' 

OBJECTIVE ; To gAin practice in alphabetizing 

KATERIALS : subheadings under the main heading ^^BxallSi angle and length of 

lips of** contedned on this sheet 

PROCEDyag: Place the subheadings in column 1 in correct alphabetical order 
! in colunn 2. 



1. Jrillgf angle^f and length of lips of : 

parts and functions of 
three-fluted 

calculation of T.p.m. for 
fanner 

sizes of, table 
oil-tube 

grinding » - 

Gt raifi^t-f lut ed 
flat 
twist 

jutting lubricants 
speeds for 
feeds for 
types of 
sharpening of 



Alphabetical order as in index: 

2. Drills t an^le and length of lips of : 



REPEREIICE - Met. Sh. 
Copyright 



Job Sheet #1 

OBJECTIVE ; To find out the protection n cop;n:i^t gives an author • 
mTMIALS : .Goldberg, AFL-CIO Labor United . 
PHQGEDURf: : I* Read the copyright of the assigned book. 
2. Ansifer the following quiestions: 
a» What is the copyrij^t date? 

b. List the protection given the author by the copyrigtit: 

(1) . 

(2) , 

(3) . 

I 
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Copyri<dtt i> 



Job Sheet #2 

OBJECTIjm: To find out the protection a* copyrij^t gives an author. 

tlATERIALS : Cooley, Complete' Metal vrorkinfe . , 
"""" * 

PROCEDURE ? !• Read the co'pyri^t of the aasigned book* 
2* Answer the following' quest ions: 
a. What is the copyrif^t date? 

Id. What is the exception for copying frqjn this l>ook? 

0 ' - - 
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RSMENGB - Met, B\, 
INDEX 



• Job Sheet //I t 

OBJECTIVS t To ^gain practice in using the Index of a book " ' . 

imTSmiS : Brohead - Garrett Catalog, 1971" 

rRDCBDURB ; 1. Turn to the Index in the assigned material.' 
2. Answer the following questions. 

( ^UBoTIOtiS ; ' . - , 

1. Mhat does it mean when an asteri^c (*) appears in this Index? 

il/ Give the page numbers on which you would fieri the following: 



Item; 

a. Bench Grinder 

b. . MiU aie 

c. Hook Rule 

d. Last word Indicator 

e. Drill Chuck 
f • Bench Vise 

g# " Tap a»i Die Set 

h* Safety Goggles 

i. Machine Oil 

J* Precision Milling Machine 

k. Magnetic Base Ir^cator Holder 

1, Welding iSLectrods 



Page^^i 




ERIC 



2A *'? 



. Job oheet #2 



CSJECJIVEs \ To gain practice in U3i% the index of a book* 
MA^TERIALSs Do-JOl Catalog 

PHOCEDURe' x 1. Turn to the Index in the assigned material. 

2. Give the page numbers for the following; 

Item Page no> 

a. Points, £d.amonc| Mounted 
hack 



h. Saw Blades 

c. Tool Bits, High Speed Steel 

d« Micometer Check Set 

e. Die Stock 

f • Hicrometer Case 

g« Plastic Fiace Hamer 




Machinist, Universal Vise 



84 7- 



IrKlox 



Job Sheet //3 



\ 



OBJiSCTIVE : To practice using an Index to obtain necessary and useful information* 

MtSRlALS ^ Bolt* 

Machinery Handbook s 

in^QCEDUHE : 1. Go to Mr. Simpgon to get a bolt; be sure. he gives you the outside 
diameter of the bolt, 

2. Using yoiu^ reference skills and index of The I4achinery Handbook 
find the ipf ormation required to drill and tap a hole to fit the 
bolt* 



-1 



In the spaclB below list all index headings useful for obtaitiing the 
information you need to do the following: 

a. Determine whether the bolt is National Course or 
National fine thread. 

b. Identify the kind of bolt. . ^ 

c. *Pind dUt what size tap drill to use* 

d. Find out what sizte tap. 



List below the Index headings in The; , Machinery Handbook used to obtain information 
required to drill and tap a hole to fit a particulir bolt:* 



mi 



0 
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Tible qf Contents 



Job ohdot #1 



(BJSCTIVEs T6 pzmotice obtalnLns specific information from the Table of 
Qontente of a book* 

MiTEMAIS : Kurshi Apprenticeshipe in America, 

PBOCEDORE i 1* Skim the Table of Contents of the assigned book, 
2. Answer the f olloHing Questions: 

a. How mxsur numbered headings are there? 

. b« If you were looking for information on machinist occupations^ 
iMch chapter would be most useful to you? 

o« How many appendixes are listed? 

d« What inf oiiaation is found in the bibliography section? 
e« How many tables ax*e listed? 



ERIC 



TEJCH* TBRKtNDLOGy - Autp* Meoh . 
ABBRgyiATIOKS 



Job ?he6t #1 • Pre»Te0t ^ 



MATERIALS: 



PROCEUaRE: 



Pre-test to determine which of the following aiihreviations and 
377nbol8 you know and which you need to leetxn* * 

The following iist of 25 words 
Pen or pencil 



1. 
3. 



4* 



For each term below write the correct abbreviation and/or symbol • 
Obtain answer key from file and correct your work* Answers must 
be identical to answer sheet* 

If you have one or more errors, obtain the following from the file: 

Information Packet: Study Procedure for Learning Abbreviations 

and Symbols » 
W|^n you have learned those you missed on the, Pretest, obtain 
tM Post-ZTest from the file and follow instructions* 



PRE-TEST: 



Term 


Abbrev* 


Term 


Abbrev. 


1. American Wire 




1^« 


British Thermal 


Gage 






Units 


2* Ammeter 




15- 


bronte 


3* Ampere 




16. 


burnish 


4» Ampere hour 




X7. 


bypass 


5. ?ipproximate 




18. 


cadmium plate 


6« arc weld 




19. 


calibrate 


7 . area 




26. 


capaoitor 


3* assemble 


t 


21. 


cap screw 


9* assembly 




.22. 


cast 


10* automatic 




23. 


cast iron 


11* auxiliary 




24. 


cast steil 


12. baffle 




25. 


circTilar pitch 


13* balance. 









ABBHiWIATIOKS 



Job #L - Post TMt 

OBJBCTIVB : PMt«->tMt to dettrwino whioh of the followioj; mbbr^rriatioM jou know 
«xid whioh you still nMd to l«am» 

lateRIALS ; The following list of 25 abbreriatioM 
Pen or penoil 

raocaniaia! ; 1# Por e»oh abbwviation below write the ooireot term in fulli 
2. Turn in your ooapleted poet«^e0t» 

POST-OTST: • 



Abbrev. Tetm 


Abbrev. 


1. CP 


u. 


ANG 




15. 


BTU 


3. BAL 


16. 


BRZ 


4. AUtO 


17. 


BKH 


5. AUX 


18. 


B?P 


6. AS3I 


19. 


CAL 


7. A 


20. 


}tfOPL 


S. ASSBM 


21. 


CAP SCR 


9. AHC-W 


22. 


CAP 


10. APPROX 


23. 


C 


11. ANP HR 


24. 


CI ^ 


12. AMP 


25. 


CS 


13. AM 







Ter« 
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tech; terminology >r Auto. Meoh > 
ABBREVIATIONS 

Job ijhoet ^2 - PrtMroat 

OBJSCTllffi: Pre-Test to dotermne which 6f the following abbreviations and symbolo 
you loiow and which you need to leam« 

MATERIALS : The foXlowine li»t of 25 words 
jl Pen or pencil ^ 

PROCEDURE ;' 1. Per aach term below write the correct abbreviation and/or symbol*, 
i 2* Obtain answer k;ey from file and correclb your wo4»k* Answers must 

be identical to answer sheet* 

♦ ■■ ■ ■ ■ 

3. If you have one or rilore c^rrorS| obtain the following from the file: 

Info* Packet: Study Procedure for Learning Abbreviations and 

Symbols 

4. When you have leeuined those you missed on the Px»e-Test, obtain the 
Poat-/Pcst from the file and follow instructions* 



PRE-^TESTj 



Term 



Abbrev. 



1* circumference 
2. clearance 
3* clockwise 
4« clutch 
5* cold drawn 

6. cold rolled 

7. combustion 

3 * ' count erclockwise 

9* counterbalance 
10* count erf^s ink other-side 
11* orosa section 
12* cubic 
IJ. current 
14* Cyclo 



Term 

15* cycles per 

minute 
16* cylinder 
17* deex^ee 
18* density 
19. detail 
20* diagonal 
21* diameter 
22* diaphragm 
23* differential 
24* diode 
25* direct current 



Abbrev. 



s 



A 
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WCH. TBOHlOIiOCnf - Auto. lleoh > 

ABBxtnmam 

Job Shttt #2 - Po»t-t«rt 

OBJKTIil ; Po«t-4Mt to dftuxwlXM Mhlob of ih« folloidnc abbniTlatioaB aad •ymbois 
joa kaow Md idodoh yoa «till nMd to Xoam* 

mtKRIALS :' Tlvi followiaf li«t of 25 »¥br«vi»ttotti 
Pan or poaoll 

♦ 

PHOCiniHB : !• For Moh »bl:^t«vl»ticm btlw write the oorreot term in full. 
2* Turji ia your poet^-teet ittieii yon bare oMpleted it* 





1; 




2. 


mo 


3. 




4. 


UQUL 


5. 


BIAPH 




BUG 


7. 


IBS 


8. 


IBQ 


9. 


D 


10. 


CVL 


11. 


CMP 


12. 


CUR 


U^. CO 



<> 



Term * Abbrwr . Tera 

- . . U. C7 

13. X SKT 

16. csr-0 

17. CBAL 

18. CCW 
A9. CIBC 

20. CL 

21. CW 
22* CL 
23. DC 

. 24. CI 

25. COMB 
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TECH. TBRMlNOLOGy - koto , Meoh . 
ABBREVIATIOMS 



Job Cheet #3 - Pre-Test 



OBJECTIVE: 



MAJERIALS: 



PROCEDURE: 



pre-Test to dotermino which of the following a'bbraviatioiia and 
Bymbols you kaqw and vrtiich you need to leaxn* 

The following list of 25 words. 
Pan 



1. 
2. 

3. 



4. 



For each torm below, write the correct abbreviation and/or symbol. 
Obtain answer key from file and correct your work. Answers must 
be identical t o answer sheet. 

If you have one or more errors, obtain the following from tho file 

Info, packet: Study Procedure for Learning Abbreviations and 
Symbols 

When you have learned those you missed on the Pre-Test, obtain the 
post-^test from the file and follow ^instructions. 



PRE-fPEST: 



Term 

1. Directional 

2. discharge 

3. disconnect 

4. distribute 

5. dowel 

6. draw 

7. drill 

3. drill rod 
9. drive 

10. drive fit 

11. each 

12. eccentric 

13. electric 



Abbrev. 



Term 

14* and to end 

15. equipment 

16. estimate 
17* evaporate 

18. exhaudt 

19. e}q;>and 

20. exterior 

21. external 

22. extra heavy 

23. fabricate 
24* Fahrenheit 
25. feed 



Abbrev. 
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TKH. mtxoKmst •> Auto. lt«Oh. 
Job She«t # 3 - Pot^i— t 



OBJBCTOW ; Post-^est to dttaraina nhioh of tb» followia^; ablsMiriatioBS you Icaow 
•ad idiioh you atill n*«d to !•«»• ' 

mURIALS ; The following list of 2^ «l>br«rUtioas 
P«a 

PROCgPURE ; 1. Por eaoh abbreviation balw writa'tht oorreot ter«* 

2. Obtain awwar kty f row file and oorreo* your work. Answerc 

■wt be identioal to aaawer tbeet t 
3« Sttidy and learm those you bare aiesed. 
4« Hand poat-teat in to teaoher. 



Abbrev. Term 


Abbrev. 


1. PD 


14. 


X H?r 


2. F 


15. 


XXT 


3. FIB 


16. 


SXP 


4. EXT 


17. 


mp 


3* tXE 


18. 


B3T 


6. EQ^P 


19. 


SUSS 


7. B to E 


20. 


Ik 


3. BCC 


21. 


m 


9. IF 


22. 


m 


10. BR 


23. 


DHL 


11. DR 


24. 




12. DISTR 


25. 




13. DISC 
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TSCH. TERKINOLOCfr - Auto , ~Meoh . 
ABBRSVIATI0M3 



Job Sheet #4 - Pro-^eat 



OBJECTIVE: 



MATERIALS; 



PROCElXJfiE; 



Pro-test to determine which of the following abbreviations and symbols 
you know and which you nc-ed to learn. 

The following lis.t of 25 words \ 
Peri^ 



1. 

2. 

3. 



For each term below, write the correct abbreviation and/or symbol. 
Obtain answer key from file and correct your work, Asnwers must 
be identical to answer sheet. ^ -i 

If you have one* or more errors, obtain the following from the file: 

Info. Packet: Study Procedxxre for Learning Abbreviations and 
Symbols . 

When you have learned those you missed on the pre~test, obtain the 
post-tost from the file and follow instructions. 



PHE-TEST: 



Term 


1. 


feet 


2. 


feet per minute 


3. 


feet per second 


4. 


female 


5« 


figure 


6. 


filament 


7. 


fillet 


8. 


finish 


'9. 


fireproof 


10. 


fitting 


11. 


fixture 


12. 


flange 


13. 


flat head 



Abbrev» 



Term 



Abbrev* 



14 : flexible 

15. floa^ 

16. fluid 

17. fliiBh 

18. foot 

19. force 

20. forward 

21. frame 

22. freezing point 

23. friction horsopowor 
24* fuel 

25. fusion point 



ERIC 
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raCH. TBMpiraLOCr - Agto. Meoh. 
ABBRSVIATIOMS 



Job Sheet #♦ - :Poet-Te«t 



aBJBCTIVE t Post^eet to dtter«ittt which of the following abbreviatiowi you 
kftow and whioh you still need to le«m. 

MATERIALS { The folloMia* li«t of 25 abbreviatioiui 
Pea 

PROCKDDRE : 1. Por eaoh abbreviation below write the oorreot ter«. 

2. Obtain aaawer key from file and correct your work. Answers 
nust be identical to answer sheet t 

3. Study and learn "thoee you have aiaaed. 

4. Uand post-teat in to teacher. 



Abbrev. 


1. 


PNP 


2. 


P 


3. 


PHP 


4. 


PL 


5. 


PLT 


6, 


PLEX 


7. 


PH 


8. 


PPO 


9. 


PPRF 


10. 


PIN 


11. 


PIL 


12. 


PIG 


13. 


PBM 



Ter» 



Abbrev . 

.14.. PP 

15. PR 

16. RWB 

17. P 

18. FP 

19. PL 

20. PLG 

21. PIX 

22. PIL 

23. PPM 

24. PPS 

25. PT 



Term 



9^7 



ERIC 



TBCH^ TERJCNOLCXSr -;Auto. Mech , 
ABBREVIATIONS 



Job ;ihuot #5 - Pri MPutt 



OBJECTIVE: 



KATERIALS: 



PHOCEBUHE t 



Pro-^tuat to doturmina whioh of the following abbruviations^ and uymboXu 
you know and i^loh you nood to loam. 

Tho following list of 25 words 
Pen 

f. por each term below, write the correct abbreviation and/or symbol* 

2. Obtain answer key from file and correct your work. Answers must 
be identical to answer sheet. 

3. If you have one or more errors, obtain the following from the file: 

Info, packet: Study Procedure tot Learning Abbreviations and 
Symbols ^ 

4. When you have learned those you missed on the pre-test, obtain the 
post-test fi^m the file and follow instmictior^'. 



PRE-TEST: 





1. 


gage or gauge 




gallon 


3. 


galvanize 


4. 


gas 


5. 


^^kot 


6. 


gasoline 


7. 


general 


3. 


govertlmont 


9. 


governor 


10. 


graduation 


11 . 


graphic 


12. 


grind 


13* 


groove 



Abbrev. 



Term 



Abbrev. 



14. ground 

15. half round 

16. handle 

17. -heat treat 

18. heater 

19. high pressure 

20. high speed 

21. high speed steel 

22. high voltage 

23. highwat 

24. horizontal 

25. horsepower 



ERLC 



2ri8 



TECH. TBRKISOI.OGnr - Auto . Mech . 
iBBRSVIATIOie 



Job Siheat # 5 - PorWPert 



OBJECTIVS ; Poet-^est to doi<»xsino whioh of the following abbrerUtions you know 
and whioh you still notd to loam. 

mTERIAlS ; The following list of 23 abbreviations 
Pen 

PHOCliiUUiM : 1. For each abbreviation below write the correct tera. 

2. Obtain answer key froH file aiid oorreci your work. Azuiwers nasi 
be identical to answer sheet t 

3. Study and ieam those you havo aissed. 

4. Hand post-test in to teacher. 



POST-TEST: 



Abbrav. 



Tera 



Abbrev. 



Tern 



1. HP 

2. HWT 

3. HS 

4. HP 

5. HTR 

6. i HD 
T. ORD 
a. OHAPH 
9. GOVT 

lO; GEX 

11. GAL 

12. GA 

13. HH. 



14. HOR 

15. H7 

16. iSS 
IT. HT f R 

18. GR7 

19. ORD 

20. GRAD 

21. 007 

22. QA30 

23. OSKT 

24. 0 

25. GALV 
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TECH. TERKINOLOOY - Auto. Meoh , 
ABBREVIATIONS 



Jot Bheot #6 - Pretest 



OBJECTIVE : Pi^e-tejit to determine whxch of the 'following abbreviations and aymbols 
yon know and which you need to leaiti^ 

HATERIALa; The following liat of 25 words 



PROCEDURE: 



Pen 
1. 



3. 



For each teiro belowy write the correct abbreviation and/or symbol. 
Obtaiii. answer key from fil§ and correct your work. Answers must 
be identical to answer sheet. 

If you have one or more errorfff obtain the following from the file; 

Info, packet: Study Procedure for Learning Abbrevjations 
and aymbola 

When you have learned those you misned on the pte-test, obtain the 
post-test from the file and follow instructions. . 



Term Abbrev . 

1. hot-rolled steel 

2. hydraulic 

3. identify 

4. ignition 

5. illuminate 

6. illustrate 

7. impact 
8.. hour 

9. include j ^ 

10.. indicate 

11. industrial 

12. information 
13* inlet 



Term 



Abbrev. 



14 • inspect 
15. install 
16» instruct 
17* instrument ^ 
18. interchangeable 
19* intorioa? 
20. intig3?lock 
$1. internal 
22 • interrupt 

23. interruptions 

per minute 

24. invert 

25. jack 
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TESklSGS/XSI ~ Aafeo . Noeh. 
\ iBBBtmglOBS 

Job ShMt #5 - Port^wt 



OBJBCTIVB t Pwi-test to detendne idiioh of the following al)lxr9vi*tion8 you 
Imw and id&i!^ 70a still need to learn* 

mJERUI^ i The folloidiig liat of 2^ abhreviatiraa 

S ' 
PBCXanXJHS : 1. For each 4htareTiation below irrite the oorr^ot.term. 

2, Obtain anawer key ^ from file and correct your work. Answera vmt 
be ideutioal to answer sheet. 

3. Sttidy and learn those you have idssed. 
4« S^d post«^est in to teacher* 

Abbrev. T6rm Abbrev. Term 



1. 


PD 


14. 


XBify 


2. 


P 


15. 


EXT 


3. 


PAB 


16. 


SXP 


4. 


SXT 


17. 


siriP 


5. 


ECH 


18. 


ESP 


6. 


EQUIP 


19. 


SLEC 


7. 


S to E 


20. 


Si 


8. 


BCC 


21. 


m 


9. 


VIF 


22. 


m 


10. 


DR 


23. 


OHL 


m. 


DR 


24. 


BISCH 


12. 


DISTR 


25. 


TSLB. 


13. 


DISC 
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TECH. TEmONOLOOy - Auto • Mach, 
ABBREVIATIONS 



Job Sheet - Preheat 



OBJECTIVE : PiH>-test to determine which of the following abbreviations and symbols 
you know and idiich you need to learn* 

MATERIALS : The following list of 25 words/^ 

- ^ Pen 



PROGESORB: 



1. 
2. 

3. 



4. 



Per each term below write the correct abbreviation and/or symbol. 
Obtain answer key from file and correct yoiu? work. Answers must 
be identical to answer sheet. 

If you have one or more errurn, obtain the following from the file: 



Info, packet: 



Study Proceldure for Learning Abbreviations and 
Symbols 



When you have learned those you missed on the pre-test, obtain 
the post-test from t^e file and follow instructions. 



PR&-TEST: 



Term Abbrev. 


Term Abbrev. 


1. job order-' 


14 » low explosive 


2. joint 


15 • low pressure 


3. key 


l6. low tension 


4# key seat 


17* ^low voltage 


5* keyway 


18. "low speed 


6. kile 


j 19 • low torque 


7# kilometer 


20. lubricate 


8. lacquer 


21 . - lubricating oil 


$0 leading edge 


22. machine 


,10. left hand 


23 « main 


11. length overall 


24 « malleable 


12. Itf^t 


23* man^l 


13. liqxiid 
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TECH. TERlCMOLOgr -AOTO , MBCH . 
^iBBRB?IATI0g5 



Job Shett #7 - Pcg^»T— t 



OBJBgnTO' t PoBt-test to dateraina which of the following •bb3Povi»tion8 you 
know ttd lAioh you still aaed to l«Ara. 

MAlggRIALS : I'he following lirt of 2^ ablnnnrlmtioui 
Pea 



PROCBDUHB: 



P0ST-a?E3T; 



!• For each abbz^yiation below write the correot ten. 

2. Obtain aniiwer key tvom file and oorreot your work# Answers 

Host be identical to an»wer sheet I 
3« Study and leani those you have missed. 
4« Hand post-test in to teaoher. 



Ahbrev. 




Abbrev. 


1. LO 




14. 


JO 


2. LUB 




15. 


KN 


3. LT 




16. 


UQ 


4. LS 




17. 


KHT 


5. LV 




18. 


KST 


6. LT 




19. 


JT 


7. LD 




20. 


K 


3. LE 




21. 


JO 


9. ^IQ 




22. 


MAH 


10. LT 




23. 


HALL 


11. LOA 




24. 


MN 


12. LH 




25. 


X&CH 


13. LE 









Term 



TECH. TERHINOLOGfr 
ABBREVIATIOKS 



- Auto* Meohi 



Job Bheet #8 - Pre-Test 



gBJBgPIVE; 



M&T£I!IAi;S: 



PROCEDUHE: 



Pre-test to determine which of the following abbreviations and symbols, 
you know and which you need to learn. 

The following list 6f 25 words 

Penf 



1. 
2. 

3- 
4- 



For tjadh term below write the correct abbreviation and/or symbol. 
Obtain answer key from file and correct your work. Answers must 
be identical to answer sheet. 

If you have one or more errors, obtain the following from the file: 
Info, packet; Study Procedure for Learning Abbreviations 
and Symbols ^ 

When you have learned those you missed on the pre-test, obtain the 
post-test from the file and follow instructions. 



PHB-TEST: 



Term Abbrev . 

1. manufacture . 

2. manufactured 

3. material 

4. maximum 

5. iiarimura working 
pressure 

6. mechauio^bl 

7. mechanism 
3* medixim 

9. melting point 

10. metal 

11. micrometer 
12 miles 

. 13. miles per gallon 



Term Abbrev. 

14. miles per hour 
i5« minute 

16. mixture 

17. model 

13. modify 

19. modulator 

20. motor 

21. mounted 

22. mounting 
23* national 
24* negative 

25. nickel-silver 



J 



ABBHEVIATIOHS 



Job Sheet #8 « Po(it«*4rMt 



aBJBOTIVE ? Post^kest to deternine %Aioh of the following abbreviations you 
know and which you still need to leiucn. 

mmaiALS ; The following list of 25 aubr^Tiations 
Pen 

PHOCEDPRE : 1. For each abbreviation below write the correct ter»* 

2. Obtain answer key from file and oorreot your work. Answers ntost 
be identical to answer sheet ! 

3. Study and learn those you have missed. 
4* Hand pest-test into teacher. 



POST-(PEST: 





Term 


Ibbrev. 


1. m-siL 




14. 


NEC 


2. Nm 




15. 


XFI) 


3. KPG 




16. 


KfS 


4. MOD 




17. 


NOD 


5. MX 




18. 


mir 


6. MPH 




19. 


NI 


7. MPH 




20. 


MP 


3. HOD 




21. 


WBCE 


9. MC 




22. 


MEX 


10. NiT 




23. 


MA.TL 


11. MEB 




24. 


MFD 


12. NEXJH 




25. 


NIG 


13. IWP 









Term 



2nf) 



"ESCH. TERMIiroLOay - Draft . 

Mot » Sh» 

ABBREVIATIONS 



Job Shoot #1 - Pre-flPeai 



OBJECTIVE : PrtMPest to determine which of the following ahTareviations and symhols 
you know and which you need to learn* 

tdATERIALS ; The following list of 25 words 
Pen 



3BIWRE: 



ri For each ternr below write the correct abbreviation and/or symbol i 
2* Obtain answer key from file and correct yotxr work# Answer© 

must be identical to answer sheath 
3. If you have one or raoro errors, obtain the following from the 

file: 

Info. Packet: Study Procedure for Learning Abbreviations and 
Symbols ^ 
4» When you have learned those you missed on the pre-test, obtain 
the post-test from the file and follow instructiiDns. 



Term 


1. 


Safety 


2. 


Sand hlaat 


3. 


Screw 


4. 


Section 


5. 


Set screw 


6. 


Shaft 


7. 


Shipment 


8. 


Shop order 


9. 


Sld« 


10. 


Sketch 


11. 


Solder 


12. 


Specific 


13. 


Specification 


14. 


Spindle 


xs. 


Spot-faced 


16. 


Square 


17. 


Stainless 


18. 


Standard 


19. 


Stiffener 


20. 


Steel 


21. 


Stock 


22. 


Taper 


23. 


Tee 


24. 


Teeth per inch 


25. 


Template 



Abbrev * or Symbol 



ABBRgVIATIOMS 



Job Sheet jlQ. - Port«fl?—t 



OBJajvi^is z Po»t-<ie8t to deteraine vhioh of the folloMinir abbreTiatiozis and 
•TMbolB you know and i^ch you still need to le«ra. 

MM?EBTII.S t The following list of 23 words 

Pen - ■ ' ^ ■ 



POST-JTBST: 



!• For each term below mite the correct abhreviation* 


Term 


Abbreviation 


1* Safety 


* 


2. Sand blaat 




3* Screw 




4* Set screw 




3* ShipMnt 




6. Side 




7. Solder 


c 


3* Specification 




9. Spot-facod 




10, Stainless 




11*. Steel 




12« Stock 




13. Tee 




14* Template ^ 




15. Section 


i. 


li. Shan 


li 


17 • Shop order 




Id* Sketch 


1 


19* Specific 




20* Spindle 




21* Square 




22* Standard 




23» Stiffner 




24 • Taper 




2% Teeth per inch 





OBTAIN ANSWER KET PROM PILE AND CORRECT YOUR WOSIC. ANSWERS MUST BE IDEMPICAL 
TO ANSWER SHEET 1 STUBT AND I£ARN THOSE YOU HAVE XISSEDt 



my 



TE»H» TKMONOLOCFr - Draft s 

Met . Sh. 

ABBttSmriONS 



Job Sheet #2 - Pro-Test 



OBJECTIVE : Pre-tust to deteimne which of the following abbreviations and symbols 
you know and which you need to learn# ♦ 

MTBRIALS; Th^ following list of 25 words 
Pen 



PHOCEDUffii; 



1. For each term below write the correct abbreviations • 

2. Obtain anawer.key from file and correct your work. Answers 
must be identical to answer sheet. 

3. If you have one or more errors, obtain the following from the file: 
Info. Packet: Study Procedure for Learning Abbreviations and 

Symbols 

4. When you have learned those you missed on the pre-test, obtain 
the post-test from the filii and follow instructions. 



ABBREVIATIOH 



TERM ^ 


1. 


Tension 


2. 


Thick 


3. 


Taread 


4. 


Through 


5. 


Tinned 


6. 


Tolerance 


7. 


Tool steel 


8. 


Tooth 


9. 


Tubing 


10. 


Typical 


11. 


United Statea gage 


12. 


United States Standard 


13. 


vertical 


14. 


Washer 




Wei£^lit 


16. 


American wire gage 


17. 


Ampere 


18. 


Arc weld 


19. 


Assemble 


20. 


Assembly 


21. 


British Standard 


22. 


Broach 


23. 


Bronze 


24. 


Brown and sharp 


25- 


Bximish 



ERIC { 



TOCH. TIRMmOLOCnr - Draft s 

Met . Sh* 

ABBRgyiAglOBS 
Job Sheei #2 - PortMge»t 

OBTECglVK ; Poet-test to deteraine which of the following ahbreviations you 
kziow and liidch jou still need to V^tOm. 

MATERIALS ^ The following list of 25 words 
Pen 

PROCEDURE ; 1. For each tera below write the correct abbMviation* 

2. Obtain answer key from file and correct your work. Answers 
must be identical to aauwer sheet! 

3. Sttidy and learn those you have Qd8sed# 



POST-TEST: 



Term Abbreviation 

1. Tension 

2. Thread 
3» Tinned 

4* Tool steel 

5. Tubing 

6. United States gage 

7. Vertical 
^. Wei^ 

Ampere 

10. Assemble 

11« British Standard 

12 • Bronze 

13 • Burnish 

14. Thick 

15. Through 

16. Tolerance 

17. Tooth 

18. Typical 

19. United States Staxidard 

20. Washer 

21. American wire gage 

22. Aro weld 
23* Assembly 
24* Broach 

2% Brom and sharp 



2 Pi 9 



ERIC 



J 



TKCH* TERMINOLOaY - Draft . 

Mot . Sh. 

ABBRBVIATIONiJ 



Job Sheet #3 - Pro-tost 



QBJBgnVE ; Pre-test to determine which of the followine abbreviations and symbols 
you know and which you need to leajto. 

MAOSKIALS : The f ollowine list of 25 words 
Pen 



PKOCBDURE: 



1. 
2. 

3. 



4. 



Per each term below write the correct abbreviation. 

Obtain answer key f 3rom file and correct yom* work. Answers 

must be identical to answer sheet* 

If you have ohe or more errors, obtain the following from the file: 
Iiifo, packet: Study Pt^ocedure for Learning Abbreviations and 

Symbols ^ 
V/hen you have learned those you missed on the pro-test, obtain 
the post-test from the file and follow instructions* 



PRB-T^T: 



Turro 

!• Bushing 

2. Cadmium plate 

3. Cap screw 
4# Cast iron 

5. Cast iron pipe 

6. Cost steel 
Castings 

B. Circular pitch u 

9* Clearance 

10,. Cold drawn 

11. Cold rolled 

12* Cold rolled steel 

13. Count erbor^i 

14« Coxmterdrill 

15/ CounteiT)unch 

1$* Countersink q 

17* Countersink others ide 

18. Decimal 

19. Dodondum 
20* Itoep drawn 

21. Degree 

22. Detail 

23. Diagram 

24. Diameter 

25. Diametral pitch 



Abbreviation 



270 



ERIC 



ncB. nHNZMOiioai- Tttft . 

^gsr: 3h > 

Jo^ Sheai #3 - Po«i-*— t 



Po»t-fco«t to d«t«r«Lne which of th« f ollowia^ ahhreriation* you Jmow 
•nd which you atill n««d to leiurn. 

/' 

The followitt« lilt of 25 word* 

Pea ., 

1. For each ter« belcw write the correct Elitreviatioii. * 

2. Obtain aMwer kiy froa fill ajad correot your wrk, Answew 
Mcuit be identioal to aaewer sheet I 

3* Studjr end learn Thdee you hare «Uaed« ^/ 



Term Abbreviation 

1. Bimhing 

2. Cap sorew 

3« Cttit dron pipe 

4. Gaetince 

5« Claarance 

6* Cold rolled 

?. Cotmterbore 

8. Counterpunoh 

^ 9« Count ereink othereide 

10. Sedendum 

11. Degree ^ 
12 « Biagraa 

13. Diametral pitch 

14. CadAium plate 
1% Caet iron 

16. Cast it eel ~ 

17. Circular pitch 

18. Cold drawn 

19. Cold rolled eteel 

20. Counterdrill 

21. Count extiink 
22* Deoiael 

23. Deep drawn 

24* Detail 

25# Diiuneter 



KATgRIALS ; 
PROCBaXJHS : 

POSTMPBEWP : 



^ 271 

1 



TE3CH. TfiRMINOLOGr - Draft. 
ABBREVIATIONS 



Job Sheet #4 - Pre-teat 



OBJECTIVE ; Pre-test to detamdne which" of the following abbreviations and symbols 
you know and which you need to learn. 

MATERIALS ; The following list of 25 words 
Pen 



PR0CE3JM! 



1. 

2. 

3. 



4. 



For each terra below write the correct abbreviation. 
Obtain answer key from file and correct your work. Answers 
fflust bo identical to answer sheet. 

If you have one or more errors, obtain th/e following from the 

Ini'o. Packet: atixdy Proceduru for Learning Abbreviationa 
and Symbols 

When you have learned those you missed on the pre^test, obtain 
the poot-test from the file and follow instruolions. 



PHB-/fBST: 



Term 


• 1. 


Bimenoion 


2. 


Drafting 


3. 


Drawing 


4. 


Drill 


■ 5. 


Drill rod 


6. 


Drop f orgo) 


7. 


Fabricate 


6. 


Peed 


9. 


Peat 


10. 


Peet per minute 


11. 


p^et per second 


12. 


Fillet 


13. 


Finish 


14. 


Finish all over 


15. 


pitting 


16. 


Fixture 


17. 


Plan«*:e 


18. 


Foot > 


19. 


Foreing 


20. 


poundary 


21. 


Fractional 


22. 


Gage or gauge 


23. 


Galvanised 


24. 


Galvanised iron 


25. 


Galvanised steel 



Abbreviation 



ERIC 



TBCH. TKRMHOLOOT - Draft . 

N«t. Sh, 

ABBRSVIATlQWa 



Job Sheet #4 - Poat-test 



OBJECTIVi;; Post-test to deteindne which of the following ahbrevlatione you 
know and which you still need to learn. 

MATERIALS :' The following list of 25 words 
Pen/ 



PRGCEIIDRB; 



POST -^T: 



1. For each term 'b©low write the correct abbreviation. 

2. Obtain answer key from file and correct jyour work. Anowers laust 
be identical to answer sheet I . 

3. Study and learn those you have missed. ' 



Abbreviation 



Term 


. 1. 


Dimension 


2. 


Finish 


3. 


Draft inc 


4. 


Finish all over 


5. 


Drawing 


6. 


Fitting 


7. 


Drill >■■ 


8. 


Fixture 


9. 


Drill rod 


10. 


Flango 


11. 


Drop fiorge 


12. 


Foot 


13. 


Fabricate 


14. 


Forging 


15. 


Feed 


16. 


Foundry 


17. 


Feet 


13. 


Fractional 


19. 


Feet per minute 


20. 


Gage or g&uge 


21. 


Feet per second 


22. 


Galvanized 


23. 


Fillet 


24. 


Galvanized iron 


25. 


Galvanized steel 



ERIC 



ABBHCTIATIOie 



Job Sheet #5 - Pr»«ie«t 



OTJKTTWj Pre-test to detemlne which of the following »bbr«vl»tion» aad 
^ sj«bols you know aad whioh you need to learHf. 

lUTBRIALS t The following list of 30 word» 
Pe» 

PRbCdDRK ; 1. For each teni below write the oorreot abbreTiation. 
"""""""^ 2. Obtain anawer key froa file and oorreot yotur work. Answers 
iwist be ideatioal to answer sheet. 

3. If you have oas or wore errors, obtain the following fro« the 
file: 

Info, packet: Study Prooedore for Leamin/g Abbreviations and 

4. When you have learned those you Klased on the pre-iest, obtain 
the post-test fro« the file and follow instruotions.' 



PHB-gSST: 



Term 



Abbreviation 



r. galvanized aireel 





wire jrope 




graduation 


3. 


grind 


4. 


groove 


5. 


ground 


6. 


half rotmd 


7. 


hajcd-drawn 


3.. 


harden 


9. 


heat treat 


10. 


heavy 


11. 


hexagon ; 


1?. 


hx^ spoed 


13. 


high-epeed i 


14. 


horizontal 


15. 


hot rolled 


16. 


hot-rollod 


17. 


hydraulic 


18. 


illustrate 


19. 


inch 


20. 


include 


21. 


indioato 


22. 


industrial 


23. 


inf Croat ion 


24. 


inspect 


25. 


instruct 


26, 


iron 


27. 


joint 


28. 


key 


29. 


key seat 


30. 


keywiy 



Met, Sh 

abSreviations 



Job Sheet #5 - P^t-Teat 



OBJECJIVE : 



MATERIALS: 



PROCBUJRE; 



Poet-test to determine which of the following abbreviations you 
know and which you still need to learn. 

The following list 30 wo^Js 
Pen 

1. Per each term below write the correct abbreviation. 

2. Obtain answer key from file and correct yo\xv work. Answers 
must be identical to answer sheet! 

i; Study and leam t hose, you have massed. 



Tearm 



Abbreviation 



1. Keyway 

2. Hot rolled 
- 3. Key seat 

4. Horizontal' 

5. Key 

6. Hi^-epeed steel 
?• Joint 

8* High speed ^ 

9. Iron 

10* Hezagon 

11* Instruct 

12. Heavy ^ 

13. Inspect 

14. Heat treat 

15. Information 

16. Harden 

17. Industrial 
' 1 3 • Hard-drawn 
19 • Indicate 
20* Half round 

21. Include * 

22. Ground 
123. Inch 
^^24. Groove 

25. Illustrate 

26. Grind 

27. Hydraulic 

281 Graduation ^ 

29. Hot-rolled steel 

30. Galvanized steel wire rope 



o ^ 



OBJECTIVE: 



MATERIALS: 



PROCEDURE: 



PHE-TEST: 



ABBHEVimOHS 
Job Sheet #L ^ ?r©-5gst 



Pre-test to determ^e whioh of the following abbreviations you know 
and whioh you need^ to learn. 

5he following list of 25 words 
Pen or pencil 

1. For each teiKi below write the correct abbreviation* 

2. Obtain answer key from file and correct your work* Answers „ 
must be identical to answer sheet. 

3. If you have one or »ore errors, obtain the following from the 
file: 

Info. Pawdcet: Study Procedure for Learning Abbreviations and 
Symbols 

4. When you have leaunied those you missed on the pre-test, obtain 
the post-test from the file and follow instructions. 



Abbreviation 



Term 


1. 


schematic 


2. 


screw 


3. 


shop order 


" 4. 


short wave 


5. 


signal 


6. 


sink 


7. 


socket 


8. 


sooenoid 


9. 


speaker 


10. 


soiind' 


11. 


specification , 


12. 


split phase 


13. 


switch 


14. 


system 


^ 15. 


television 


16. 


that is 


17. 


thermostat 


13. 


time-delay closing 


19. 


time-delay opening 


20. 


teggle 


21. 


ti*ansforiiner 


22. 


transmission 


23. 


transmitter 


24. 


transmitting 


25. 


trlnmer 



270 



^70 



ABBREVIATIONS 
Job Sheet #1 Poet-test 



OBJECTIVE ; Post-tost to determine ^ich of the following abbreviations and 
symbols you know and which you still need to learn. 

MATERIALS : The followixig list of 25 words. 
Pen or pencil 

PROCEIXJRE; Pol' each term below write the correct abbreviation. 



POST-TEST: 



Term 

1. split. pHase 

2. trimmer 

3. specification 

4. transmitting 
3. sound 

6. transmitter 

7. speaker 

8. transmission 
9* socenoid 

10. transformer 

11. socket 

12. toggle 



Abbrev. 



Terra 



Abbrev. 



13. sink 

14. time-delay opening 
15- signal ^ 

16. time-delay closing 

17. short wave 

18. thermostat 

19. shop order 

20. that is 

21. screw 

22. television 

23. schematic 

24. system 

25. switch 



277 
J?/ 



AHBRgglATIOB 



Job Sheet #2 - Pro-Test 



OBJECTIVE: 



MATERIALS: 



PROCEHJRE: 



PHB-TESTs 



Pre«-te8t to determine whioh of the following abbreviations, you kKlow 
and vhioh you need to learn. , 

The f olloning list of^^25 words 

Pen or pensil % 



1. 
2. 

3. 



4. 



For eawdi term below write th# correct abbreviation. ' 

Obtain answer key from file and correct your work. Answers must 

be identical to answer sheet • 

If you have <me or more errors | obtain the following from the file: 

Info, packet; Study Procedure for learning Abbreviations and 
Symbols - 
When you have*^eamed those you missed on the pre-test, detain the 
post-test from the file and follow ^instruct ions* 



Term 



Abbrev. 



1. triope 

2. tuned radio frequency 

3. ultra^hi^ frequency 

4. under voltage 
United Stated Standard 

6. universal 

7 . vacuum 

8. vacuum tube 

9. variable 

10. variable-frequency oscillator 

11. very hi^ frequency ^ 

12. very low frequency 
13 • video-frequency - 

14. voice frequency 

15. volt 

16. Volt ampere 

17. voltmeter 

18. volts per mic 
19.. watt 

^!0. watt-hour 

21. watt-hour meter 

22. watt meter 
23* wet bulb 

24* wire . \ 

25. ampere 



278 



ABBREVIATIONS 



Job Sheet #2 - Poat - Test 



OBJECTIVE : Poet-test to determine which of the following abbreviations you know and 
which you still need to learn. 

MATERIALS ; The following list of 25 words , 
Pen or pencil 

PROCEDURE ; For each term below write the cori^ct abbreviation. 
POST-TEST: 



Term 



Abbrev. 



Term 



Abbrev. 



1. ampere 

2. very low frequency 
\- 3. wire 

4« very high frequency 

5. wet bulb 

6. variable-frequency oscillator 

7. watt meter 

3. variable 

9. watt-hour meter 

10. vacuum tube 

11. watt-hour 

12. vacuum 



13. watt 

14. universal 

15. volts per mic ^ 

16. United States Standard 

17. voltmeter 

18. imder voltage 

19. volt ampere 

20. ultra-high frequency 

21. volts 

22. tuned radio frequency 

23. voice frequency 

24. triope 

2% videto-i^frequency 



erJc 



JiZ3 



ABBaWIATIOMS 



Job Sheet #3 - Pra">teet 



OBJECTIVE: 



MATERIALS; 



PROCEDDHE: 



Pro-teat to determine wh?.ch of the following abbreviations you know 
and whiob you need to learn* 

The following liet of 25 worda 
^Pen or pencil 



2. 
3- 



A. 



For each term below write the correct abbrei?iation. 

Obtain answer key froa file and correct your work* Answers must 

be idi^itical to answer sheet. 

If you have one or more errors, obtain the following from the file: 

Info, packet : Study Procedure for Learning Abbreviations 
^ and Symbols 

When you have learned those you missed on the pre-test, obtain the 
poet-test from the file and follow instructionii. 



PRE-/gEST: 



Term 

1. amplifier 

2. antenna 

3 • audio-frequency 

4. automatic 

^ auto-tremsforraer 

6, baffle - 

7, battery 

8, capacity 

9, centimeter 

10, circuit 

11, coaxial 

12, compressor 
13* conduct 

14. conductor 

15. conduit 

16. continues 

17 • oafatM3i««reljKy 

18, ottlitrol switch 

19, coxmterclockwise 

20, omprent 

21, cycle 

22, cycles per minute 

23, cycles per second 
24* decimal 

25- 



Abbt^eviations 



ABBREVIATIOKS 

•4 *' 

, » Job dhaet fj<4 Post^est 

OBJECTIVE : Post-test to determine wldch of the following abbreviations you know 
and which you still need to leam« 

MATERIALS : The following liat of 25 abbreviations 
Pen 



P ROCEDUHE : !• For each abbreviation below write the correct tem. 

Qbtain answer key from file and correct your work* Answers must 
be identical to answer sheet! 



POST-TEST 



/ 



ERLC 



3. Study and learil -thoso you have missed. 

4. Hand post-test in to teacher. 



Abbrev. Term/ Abbrev. . Term 




1. FLOUR -"^ 14. HV 

2. PIL 15. PNP 

3. FIX 16. VLP 

4. ?LEC 17. PSBL 

5. p 18. UHP 

6. KlfN 19. VHP 

7. DISCH * • 20. SHP 

8. DC • 21. FM 

9. DISC 22. MP 

10. DIO , ■ 23. LP 

11. HBT I 24. HP, 

12. IHD \ 25. PREQ. 

13. H 



281 
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TECH* TBRMIiroLOGy - £lec , 
SYMBOLS mhd/or ABBRE?IATIOHS 

Job Sheet jWl - Pro^test 

Pre-test to dete2;idne %ihich of the following symbols and abbreviations 
you know and which you need^;tp learn* 

The following list of words 
Pen or pencil 

For each term below write the correct abbreviation and/or symbol. 
Obtain answer key from file and correct your work. Answers must 
be identical t o answer sheets 

If you have one or more errors, obtain the following from thb file: 
Info, packet: * Study Procedure for Learning Abbreviations and 
Symbols 

When you have learned those you missed on the pre^testf obtain 
the post-*test froto the file and follow instructions. 

SWITCHES - PHB-TOST : \j o 

Symbol Abbreviations 

1. Switch S.P.D.T. ' 

2. Switch. S.P.3.T. 

' (Norjaally Open) i 

1. Switch. S.P.S.T. 
(Normally closed) 

4. Key 

5. Switch, Pu3h Button 
(two-circuit) 

6. Switch, Push Button 
(Normally closed) ' 

?• Switch Push Button 
(Normally open) 

3. Switch thermal 
9. Switch, knife 

(DiB connect) 
1 0 . S wit ch inoment ary 

contact 
XI. Dial Switch 

Telephone T^e 

12. Switch pressure 
(increasing pressure closed) 

13. Switch. D.P.S.T. 

14. Switch presstire 
(Decreasing pressure closes) 

15. JACK 

16. Switch, Hotayy 
(Multiple contacts J 

17. PLUG 



OBJECTIVE : 
MATERIALS.: 



PROCEDURE : 1. 

2. 

3. 
4. 




^7/ 



- JBCH^TERMIKOLQQY-j ^EIea ^ 

SYMBOLS aid/or ABBREVIATIONS 

Job Sheet #1 - Poet-ZPest 



OBJECTIVE ; Poet-teat to determine which 6t the following abbreviations and symbola 
you Imow and which you still need to learn* 

MATERIALS ; The following list or words 
Pen or pencil 

PRCX^EDOHE ; For each term below write the correct symbol and/or abbreviation. 
SWITCHES - POST^EST ; 

Symbol Abbreviation 

1. Switch S.P.D.T. 

2. "" Switch, S.P.S.T. 

(Normally open) ' 

3. Switch, S.P.S.T. 
(Normally closed) 

4. Key V - 

5. Switch, Pu3h button 
(twD--circuit) ' , 

% Switch, Push button , 

(Normally closed) r 
6v Switch, Push button 

(normally closed) 
7« Switch push button 

Normally open 
d« Switch, thormal 
9* Switch, toxife 

Disconnect 

10. Switch momentary contact 

11. Dial switch telephone type ' * 

12. Switch pressure 
(Increasing pressure closes) 

13. Switch^ D.P.S.T. ^ ' 

14. Switch pressure 
(Decreasing pressixre closes) 

\ 15. JACK 

16. Switch, rotary 
(Miiltiple contacts) 

17. PLUG 

/ 



^79 



TECH. TERlCy OLOG Y - Elec . 

SYHBOLS imd/og ABBREVIATIOMS 



Job Sheet #2 - Pre-Test 



I 

OBJECTIVE t Pre-test to determine which of the following symbOlB and abbreviations 
you loxow and which you need to learn. 

/ 

MATERIALS ; The following list of words 
^en or pencil 

PROCEHJEB ; 1. For each term listed below writ^ the correct^ abbreviation and/or 
symbol • 

2. Obtain answer key from file and correct yotir work. Answers must be 
identical to answer sheet. 

3. If you have one or more errors, obtain the following from the file: 
Info. Packet Study Procedure for Learning Abbreviations and Symbols 

4. When you havaliSi^ed those you missed on the pre-test, obtain 
the post-test#rom the file and follow instructions. 



LOinSPEAXEES - PRE-TOST; 



« 


Symbol 


a 


1. 


General 




2. 


Magnetic 




3. 


P-M Dynamic 




4» 


Elect rodynafflic 










5^ 


Synchronous 




6. 


Buzzer 




7. 


Nomjyuchronous 


PIGtaJP OR 


CUTTING HMD 




' 3. 


General 




9. 


Electromagnetic 




10. 


Crystal 


PHONES 








11. 


Single 




12. 


Double 


A-c voltageJ source 




li. 




AirrsMXi smsM 






14. 


Antenna 




15. 


Loop 




16. 


Ground 




17. 


Counterpoise 


LAWFS 








13. 


W Jewelled Lamp 




19. 


DS Push-to-test 


aEiejRATOR 


20. 




MCffOR 








21. 




BALLAST 


22. 





Abbreviation 



ERIC 



SYMBOLS and/or ABBREVIATIOKS 



Job Sheet #2 Pont^teat 



OBJICTIVE ; Post-test to determine which of the following abbreviations and 
synbols you know and which you still need to leam« 

MATERIALS ; The following list of words 
Pen or pencil 

PROCEBUKE: For each tevm below writo the correct, symbol. 

Term ^ Symbol ^ 



PHONES 



1. 


Single 


2. 


Double 


AOTENNA SYSI^EM 




3. 


Antenna 


4. 


Loop 


5. 


Counterpoise 


6. 


Ground " X 


A-G VOLTAGE SOUKCE 


7. 




BALLAST 




8. 




GBNERATOR 




9. 




PICKUP OR CUTTING HEAD 


10. 


General 


11. 


Elect I'oma^et ic 


12. 


Crystal 


MOTOR 




13. 




VIBRATORS 




14. 


Synchronous 


15. 


Buzzer 


16. 


Nonsynchronous 


LOUBSPEAiffiHS 




IT. 


Elect rodynamic 


18. 


P-M Dynamic 


19. 


Magnetic 


20. 


General 


LAMPJ 




" ' 21. 


DB Jeweled lamp . 


22. 


DS PU3h-to-test lamp 



PROCEDUHE; 



PREWPEST: 



— " — — — — ~ — _ : . _ — T S K H^-iFKagNQLeg^ ^leo ^, 

ABBHEnATIOlS wd/or SIMBOLS 

Job Sheet #3 - Prf>te»t 

QBJECTIVB t Pro-te»t to determine whioh of the following abbreviatione and eymbole 
- you know and idiioh you need to leam/^ 

MATERIALS ; The following liat of 30 terw 
' Pen or pencil 

1. Per each tem below write the correct symbol. 

2. Obtain answer key from file and correct your work. Answers must 
l)e id entical to answer sheet, ^ i^. 

3. If you have one or more errors, obtain the following from the file. 
Info, packet; Study Procedure for Learning Abbreviations and 

4. Wh^n you have le^STthose you missed on the pre-test, obtain the 
poet-test from the file and follow instructions. 

TERM SYMBOL 

1. Filament 

2. Indirectly heated cathode 
3» Odd cathode 

4, Photo-electric cathode 

5. Loop coupling 

6. Gas-filled 

7, Pool cathode 
8* Griii 

9 • Deflecting electrode 

10. Anode 

11. : X-ray target 

12. Internal ihield 

13. Bynode 

14. Igniter 

15. Excitor 

16. Single-cavity envelope 

17. Double-cavity envelope 

18. Triode 
19 • Pentode 

20. Cathode-ray indicator^ tube 

21. Cold-cathode gas diode 

22. Phototube 

23. Cathode-ray tube 

24. Magnetron 

25. Split magnetron ^ 

26. Single-cavity velocity-modulated tube 

27. Double-cavity velocity-madulated tube 

28. Multiplier phototube 

29. Ignition with grid 

30. Bxoitron with grid and holding anode 



ERiC ^ ^ 



TECH. TERMINOLOGY - Elec. ' 



Job Sh Jet * r/3 - Post-^est 



OBJECTIVE ; Post-test to determine which of the following symbols you know and 
which you still need to learn. 

MATERIALS ; The following list of ^0 terms. 

PEOCEWOTE; For eacli term below write the correct symbol. 



Terra 



Symbol 



1, 

3. 
4- 
5. 
6, 

7. 



9- 
10- 
11. 
12. 
13- 
14* 

15- 
16. 
17- 
13. 

19* 
20. 

21. 
22. 
23. 
24. 
25- 
26^, 
27. 
2S. 
29. 
30. 



ExGitor 
1^,-nitor 

Ignition with grid 
Multiplier phototube 
Hynode 

Internal shield 
Double*-cavity velocity- 
modulated tube 
Single-cavity velocity- 
modulated tube 
X-ray target 
Anode 

Split magnetron 
Ma^et ron 

Deflect ing electrode 
Grid ' ^ 

Gathode-ray tube 
Phototube 
Po6l cathode 
Gas-fxll^d 
Cold-cathode 
Gas diode 
Cathode-ray 
indicator tube 
Loop coupling 
Photoelectric cathode 
Gold cathode 

Indirectly heated cathode 

Triode 

Pentode 

Bouble«*cav3^ty envelope 
oingl^i-cavi^^y envelope 
Filament . 

Sxcitron with grid and holding anode 



ERLC 



Q ^ 



M3 



TECH. TERWKOIiOCfY - Eleo. 



ABBREVIATICTS^ aad/or SYMBOLS 



Job Sheet H - Pr»-a?eat 



OBJECTIVE t Pre-test to deteradne which- of the following syKbolt you kaow and 
whioh you need to leioix. 

lUTERIiiLS : The following list ot X^vm 
Pen/penoil 



PROCEDURE: 



I. 
2. 

4. 



For each term belbw write the correct symbol. 

Obtain answer key from file and correct yoior work. Answers imist 

b e identical to answer sheet. 

I? you have one or more errors, obtain the following from the file: 
Info. Packet: Study Procedure for Learning Abbreviationa and Symbola 
When you have learned thoae you missed on the pr^teft, obtain the 
post-test from the file and follow instruct ions • 



FHBr^EST : SEKICONIfOCTQRS 
Term 



Controlled rectifier diode 

Half-wave diode 

Photo diode 

Tunnel diode 

Zener diode 

PHP transistor 

Pull-wave bridge rectifier 

NPN transistor 

Unijunction transistor 

Double anode zemv diode 



Symbol 



1. 
2. 
3. 
4- 
% 
t. 
7. 
3. 

9- 
10. 

TamNAL BOARD 
11. 

THERMO-COUPLE 
15. 

THBHMOBLEMEMT 

13. Directly heated 

14. Indirectly heated 
SERVO COWTRMi aCVXCES 

15. CT control transformer 
or 

CX control transmitter 

or 

Synchro repe^tter 

16. Tree 

Torque differential transmitter 

or 
COT 

Control differential transmitter 



JP CONNECTORS 

17. Socket contact 
13. Pin contact 



TECH. TBHMmOLOCT - Etec • 
^ ' ABBREVIATIONS and/03^ SYMBOLS 

Job Shc^t #4 - Post-Test 

OBJECTIVE ; Post-test to determine which of the following abbreviations and symbols 
yon know and which you still have to le€um. 

: --^ --^ : — = : -.^^ . -. - --^ --^ - ^- - — . 

MATERIALS ; The following list of terne 

PKUCEDURE ; For each term below write the correct symbol. ^ 
Hand in your post-test^ t 

POST-^EST ; ■ ^ 

Term Symbol 

SfllgCONTOCTORS 

- 1* Controlled rectifier diode 
^ 2. -Half -•wave diode * 
3. Tunnel diode * - - 

4* Z'ener jiiode ^ * 
5* Photo diode 

6. Pull-wave^ bridge rectifier r 
?• PNP transistor N 
3* NPN transistor * 
9. Unijunction transistor 
^ tlt^K Double anodo zener diode \ 

TJSHMINAL BOARP 
11. 

THEHHO-^OUPLE ^ 

^12* 
' THERMOELEMEtfr 

13 • Directly heated 

14* Indirectly heated 
SBRVO CONTROL DBEVICES 

15. CT control transformer 

or / 
CX control transmitter 
or 

Synchro repeater 

16. TCX torque differential transmitter 

or 

CDX control differenctial transmit^ie^ ^ 

j/p CONNECTORS . ,: ii 

^ 17* Socket contact ^ 

13* Pin contact . 



/ 



'^■■^ ' ' • G0RBBSP.0U1DNCB Auto. • Kuoh. 

ii'V ' * • . . • ^ Draft. 

^.^^ - ^ iSlac. * 

Job 'Sb, it 



TfJSCrpr:; To: examine a oamplo leirbeT~)f^r- jae3lr-ajidr:iro,"^^ 

tlvj following standards for writing any request lutter. 



ri^rEEALo ; The f ollovdnc l^tt^r of rorjuest • 



* 

IirF^/iHI^.TI^jIT ; 3tandard^^ for vrritin^ a letter of requeat ; . 

ti, B-?' courteous. This HoldG for all letters, Malio uo^ of 
* a^iuch uo.ni3 au pl"jaa 'j , a;3Ljrcciat '3 , <^rat :?f ul , ^ 

b, ^t ate. the rer£uo3t briefly but ol^mrly, . • 

o. Be suro that the requiot iq not ^^xouasiv:^ or uiijuat, 

Thio oiv.^ch is k^speciallj neaeasaiy xrhon you 3 jnd letters 

aokinc for pamphlet an! thj like, 

"VvOElMUZ i 1. H-ad tlu: iollovdrie,;l'jtt-;r. „ ... 

2. Anav/or the quostions at tlia end of tiikj sheet. 

2i\I'IPLE -HEQU33T LETTER 

12 Mar3l'J BriV"i 
Pal.onvilla, Iliw York 
April 4, 1970 

IC -jmody Boolti^torot?, laoornorat^jd 

Pui^i^jhin^ ijs;^aaro 
llM York, :Jow rork 7 '^213 * 

^ ; . 

0 ntleK>j;n: 

I bjioome very much intortistod in rt^dio ae a pos^iblt caroor. Before I 

d oido definitely vihether or not to go into tho subject seriously, I should liko 
to rjad a good introductory book on tbci tjubject, 

Kav:: you-a book ttot mjoto the requirements? IJaturally I do not trant a hi.irhly 
technical book, if you havo ouch an introductory book, plf^ase inform rao as to the 
nain:^, author, publisher, and ::rice. A tvord or two about thu book»^ oonttmt^ would 
a:5ai;3t greatly. ' 
I - ?er3^ txnily yourjy, 

Bdwai^d Otia ■ 

mmmxMuz 1. ahecl: th.- letter eGuiaat each of tho thr<ie rulec as stated abovo. 
2^ Boca tm trritor diso'b'jy ^an;'- of the ruleo? . ; 



erJc -z^^ 



290 



t 



Goi{:i3L;?orn)3ric:j"- Auto. n._oh. 

Prai't . 

14 t . Jh'. 



Job ./U-: t 



^MW^nwS i — To xamj[tt^7^aaih:31~ Igrtex' ^f ^rc^^^^ to ovaluato it according to 
' ' _ — ijtaa-iaidfs-'.f^r writing any i- .c^a&pt hstlar. : _ . 



r>rf;l:lilLJ : l. TK- fclloinn.: letter of rog. -at and two a>Mitional lott^^r:; of 
j ^ iv.tu. at from the filj. 



ti-'ijirn-iJi 



3. 



aourt-ou3. This hoi ^3 foi> all l-jttcris. Kai:^ U3e of 3uch wordls 
ouclTa^ 2M32_:» a,r^r>.'cxr yateful * 

J tat? flu rcqu'j^t bui^^fly but cloarly. ^ 

B ^ur-/ that th-:/-r^-;:ueot is not jtccei^aive oi* imjust. Thia check ia 

esp-^cialiy aecesBar^ vjh^-n you send l^jttora asking for pamphl-^^ta and. 

th-- liL 

H -ad th : f(-'lloirinc lett^T. _ - - 

' ^'^io\'3<':r th::- .-uestionk^ at the ".'nJ of th^^ ahc'^t . 

Follov^ ^t'^j^ I 'and 2 for ..each of the r-jgu-r^t lo-tt'^ra from the file. 
?iXiBv}t-r 4^Q<3tion3 a.t t"ie bottom of the lettex^* 



oAr^PLE E:«3J3i.'P LCf^EJH 



IV\ Oal: 3tr>Jet 

rant on, pennsylx^ania 

1 te31 

March 30, 1970 

/ 



Harri3bur,r:, ? .nnsylvania I'CjS 



Geatl-a^on: 

t am -oin- G^Bran^ in tUo otat- fo-rec;t this aumn^^jr and 1 want iaformcition cxuicLly, 
lou'hav ■ no ri,^^it to chai^-.- omnp-^^ for u;:Jin^ public pi^o,>Jrty, but if there are any 
fce^ or special reqair -rrr^ -rit^^, let m-.. knoti all aboivt the-in. 

I :*ant all pas:»phl«;tu cmd fold^^^iv? you niay hav.., fly vacation starts i^hortly, and ^ 
1 ^,K...ot a 3viift reply. 

Yours truly, 



Hjrb«rrt Gordon 

■■l*' Ghook th-j - letter ajains". th above thr^^e rules. Li^t the rul'^^a, 
if any, uhioli the urit . di^obeyo, 

on a standard ah-^^et of \j?l..iC paper r«.writu the letter ^o tuat 
it compli-'S i^xth the ruV'-^^. 



ERLC 



Job Sh^tst 



t 



OflJlSgTIVE ; to write three letters of rogueot , 

KATEBIALS t 1. Standard-^ize typing; paorer* 

. - : 



1. cotLrt'30U£2. Hake u3e of ij-aola worda ai^ plea^jo , ap ^reciaiu-; , - 
2* State the request bi^ief ly but clearly. 

3« Be uur^i-' tliat the retiuust is not dxoe^sivQ or trnjust. This oii^jol: 
fia partioularly necesoaiy when you Q^md letteru as^kiiig for pamphleta 
itnd the lik^. . 



PMjtyEIMSBE z Writ J .. l^-:^tt era c^F request aa folloWiS; 

1. To: Araerioan Motors 
^ 3B>y'jfc?tin^ r ^ Inf ormatlcu availaljle to aohoolu conduct ing 

m^oiianicD training courBes?, furnished ty 4merie3jri 
Kotora. - 
2'# To: G'^mural Motors Training Gcnt^r, 'Tifgard, Oregon 

Hequeatin,:: ; Poijsaitole vxDitatiun by t^tud-mta f rc^m tho ^mochajuci^ 

at Wopt Limi Eiiji ^liohool. 
-3. |[2* f'^"* P^ml Kod'i, ?olit3wa,jen E'^al-^T, Milwau!-;ie, Dr^ijon 

Ife.TU'-jstinr;- ^: Thoi^u thin,j3 h". beliet'^ei^ motrt heiKaf iclal in \vkinm[* 
kJtud^int^ to etttar the aiUtomotiv>j meohonice fxeld 
in this ar^ia. 



29 S 



Joli) 'Sii 1* .... i ' 



LSrPrEH OP EBOJl^JT 



To urit . thr-'-' l-*tt^n*:'-^ of r -'■•/ae zt 



•P-n- - - ' ' 

1. 3-' oeartuou^j. !!a>:-. u^^^ of each wordiJ oj^ ^leauu | ap,jr *ci^.t': | 
,jr::it' f ul > 

2. otat th- rer|ii'.;3t hri fl^' but cleaij^ly* 

3 . 3 ^ <-^' u r t iia t t ! ic r " ^ qu ^ - t i ^ uoj t . /:o ■ ^ 3 i . o i* mi j no i , T h i 
Gh-ol: it> particularly .ncoco^ary uhou ;'0u atiiid l>^tt'^ro aakiu^ 
foi' pai'^^phl jt3 and the lik"% 

!• Rcati th: iuformaixon ^aok^jt on bu.>inuqp li^^tt^-rs* 

liirit letters of i*.^;i:jat ao follo;;D, ^ 
3.' Cbtaixi the '■addr"jL3ij.^'';3 of th'- companies, 

a * fo : post Qoupojiii 

II- "^•■*n :otin,^; ; A ccsapljt*::! ^p'^^cif icatiu'n -and pi*iO"j qBotation 
for J.Ff-iiHiri^^ inatwa^jnts you v;ould want -to 

b. To: .\ny draft mj arid ^jn£;inoerinc: .company 

R Tmeatiai]: : Giixd tour for thirty peroono 
C4 To: An:; -m.jin ^":'rino: and draft in,;^ Borvicc company/' 

' *n -^tirc : Gon'Jult.ar"it or tj-clmician to !i^ve It^cturc to 
the olaoo 



C^jnOTl^'; ; fo urit- f li^'^i^ letters Gf r -^ueot 



(> 

I^r.^(^'jiu'Iii'PxilI ; 1. B':: court -;!ouD, flolie Uij: of audh vsoTdx^ aa ploaau i ai)pr-ciat'.: t 

2. otat''j the ri'^quoot hrt'tl^j but oluarly. 

3. 3: ourc that the tg^u -ot not t^^coesoivj; ox* imjuat, Thi^^^ 
oil cL I'j \iartioularly n^o- s^ary whr.n you a-;iid lottercs auhinj 
fui^ ^Kijiipul to and the lilt" • 

.'f... :-l..l^'^iLJ ; !• E cid the inf ormittioja ;^ad; -t on busin"^0£3 lejtteM. 



r 



frit'. l"-^tl'jr.3 of r -qu t^t aa follo;'r.j: 
a, foz Usiit :d liadio on::*ply in Portland, iu*'^;^on 



1.1 



H ''■:^^:ptxpjji Th"'di^ catalOiii, 



G. To: Laf^-jfj^ttt;- 



/ 



^94 



ER?C ^"^^ 



1 



Job <~'M ' t '3 



'HM'^jMlALrJ: Information r^actjt on buaineaa i^^ttora 



?"-jn * ' ^ * 

-l'^. Jtat"' thc" xvifiu'cjt tel fly but clearly • 

3. 1:5^ .jur.' that th'-. requcot not ':::c 'Gi^iv^^. or uuijuot, Tkia 
oh id. :^articularly r^c^icuduai^y vjhqft you Qend lottery ai3l:xaj 
for rmm,4ilata aiud the Ixku. 

1. K .^li til" i*iil^ox*matxuri ^molcet on busin-j^o l.:tticir3, 

Lijilxiii th''-,; addr^3oei3 of tho follotjiri^: Companion or ochoolo, 
i. Vi'rit lott" of r"ji':u o^t ac folloifa: 

i 

a. Tu: T Irtroni-:, lae. 

qiio'^tiii,;:: ; {Si tf>^".r fur your mutals cla*53, (Ecfjumb^r ttso 
^101 t;ill be mostly'"" into r^:otod an the ar^.a 
or t''o jl;arit pertainin,^' to the matala tx^adu.) 
h. To: *!aGhiniyt Loeal 63 ^ ^ 

|{ ■■ V : u ri i n : ' : ' i nf o > 1 uat i on arid x^o *tux i*e m*,i n to for ap ;j ;r o nt i g j s k i ; " i 
tr -liainc* 

u. ?o: GlaoI:ama:3 Oo« iis-mnity Goll-',je 

N.-'U' otin;*: Irifo^^s-fiatiun ai^ailable for i^ocational curia ciil urn, 
r ""^;t'j, 1 r ;i:ierito , ,and tuition coot o . 

4' -ir 



ERIC .^9/ 



COIiiiiilSPONDENGE - Auto. II^olu 
Braft . 



Mot, 



1 

Job Sku ^t #1 



- ^'ilJliCTIVB ; To study a modul of an ord^r Icitter ' ' * ~' 

!ilf.^:cIALJ : Fro© obtain a 3ampl j letter > 

pen . , 

irPVViartgii^lJ : ^tandar^lD for v^ritin^; a ^ ^-od ord^r letijer 

a, B^'j a-oro tlmt ^^our add ia urittun corrootly in the 

keadxng of yoxxr l^tte?% Tai-jy tim^a large compaoi^B receive 
li:^ttei^^3 uith money on^losedi but mth tht^ viroiig addreiio or 
v^ith no addrjQC! to vshtoh to ^end the article. Angry letters 
follov; becaue^.j the aa^iiole liao not been received, but the 
fault li'.^'3 v;ith the ^sender. 

All important details, ouoh au uise, color, type, eto., should 

hti inGlud'jd, Gn^-v peMon, in eundlnc an order, aaked for a ^jair 
of orKMu leather ;jho)eo, otyle 3311, price ^9.75» Sinoe ho had 
oraittod th'j 3i;5e, time vjao loot on both □idea, J 
^ 0, nention if pGU^ible wvjTij you aav; the article.^^dveftltsred. If 

urdirinj fTom a oatal'c^:;;, mention the year or/edition. Be aure 
timt you Mve: mr'^vjr3teod the ori(jinal deQcri^|ion of^4aie article 

d, Enclo3"^ the correct a"«iaunt of money in the fom^t a moi^i^.y ordor 
or ch'^ok, or otat'^ that tliJ merchaikiQe is to be chai^fjed or 3cnt 

e, Include information to how and when you want the arti^e 
■ chipped. ^ 

f, noiViumber that^ buuineo^^i form ahould be uD<o-d throughout. Kaito 
yo'ur,. order letter bui:3ineoolike. 

PKCGKHiaS ; 1, Itjcid and otudy the letter. 

2. Answer the follovdn^* r|-^i:Otion3: 
r "'^ a. vrimt important iiiX'ornvation doeo the v^^riter of the letter include? 

"b. What Gentence could be orriitted fi^om t'ho letter without elimin- 
ating ^^y neeeQoary dejfcail? 
0. ifSiat crroro mciy be made^by perK3ona ordering raorahandieu by mil? 

■ i'. 



ERIC 



2W 



Job Sh.jet :^ 



COMiEaPOimCE - Au-to. Much. 
mmii LETTER 



cajgGTIVE ; To vwite three order letters. ^ 

HAJERIAta : i>tandMd-Qise typing* pap^r — 

... . . . . ^ ____ . - ■ . 

Iljpg'MCATIOU t Refijsr to DtandardD for v^ritine a good order letter, Correafponcltjnce 

"Job Sh^^ut ..^1 / 

mmmm i Srito order lettorj as follows: ^ 

a. To: Jlr. Harold Smith 

Industrial Salea 
Snap«-Oii Tool Co, 

Route 1, Box 94D^ . ^ , 

Clackamas, Oregon 

Ordurin^^ the following ; 

An automotive tool catalog with price sheet 

b. To; ClackamaQ Auto Parts 

^ ' Grocoa City, Oregcun ^ 

Ordorin^ the following ; ' 

Parto for a 1965 Chevrolot 6-oylihdor 

!• Gylindor head 5» Six piotons ,040 ovorBxiso 

2. Six intake valvea 6, One oot, piston rings ,040 ovoraiiij 

3. Six ^xhatiDt valvea ?• Oil prejasure switoh 

4. CantJliaft boarini^ 

c. To; Lake Auto Partaj* 

^Lake Oswego, Orecon 

Ord/^riaf^ the follovd ng: ^ - 

1, Vibration damper for 1^63 - 409 un^jine. 

Differential carrier assembly for a Ford Pair lane, 1963 model 
Kaator cylinder repair kit for 1964 Pairlanc with power brakeu 
4- Front bearing cone, I962 Plymouth sure-grip differential 
5# Friction rin;;; oet, I96O six Rambler s^chro-mosh tranamiooion 



3. 



\ 



V 



ERIC 



COrJaESPOIIDEIICE - Bran . 



OEJECTIVB: To v/ritu three order'^ettcrD 

i^tatidard oisu typing pap«^r „ 
- - - - ^ r>^a ■ • • - 



IWOdllkTlOlh Eof jr to atondarcia for v/ritinc a t:^od ord^r lettor, Corr'japondeaoe 



Wi'itt^ order hsttaro ar follows: 



To: K'jwff:jl and i.ua-OT Go, 
2674 Fol^om ntr^'^ot 
. 3an FranolQCCf California 



94110 



1. Blu^.^priutin^ maohine 

2. Lott"irinc pens 
.3. jt3rox inaohino 

(oi'>^*cify oataloj niimbor, sisoo, etc, for uach,) 

0, To: :oi''-^t:^£;vjJl Com -ariy 

'Gomxilet-:^ drawing: inatrumenttJ for twenty di^ai'tamon, 
(jp"5olfy catalo.j nuri'Vbara and prices,) 

o. To: Brodiiead Crar^^ott 

l6l Somm^^rce Girole \ 
Gacramunto, Galifornia 94B15 

!• Gomplot^i ^ii^aftini; furnitur^;5, Inoluda corr^jct pp^aoifioations. 




ERIC 



Job i^h^^A JS 



J 



CEJI^CTIFg t To v/rite three order letters 

J^^EIALS: IxifDrmation paohet on businecss ljt1/era 

^ - - IS t ctn d a r d n±2^J^y:pixiS-pa p c r ~ ^ 

Pon 



I-iiiu'V'^g-IATIOII ; Rjf'i^r to atandardB for vxritinc a ^ood order latter i Corrui^pondence 
Job ":^hoet ;/4. 

-CBSUiiS ; !• obtain the addreaa-^s of the following companies. 
2* Hrit'j crd :t 1-Hter:3 follows: 

a. To: • l1nit<L-d Radio Supply Inc. 

1» 5 AG rsio-imtinc vdth i^orcw terminalo, type f, 4--pPle. 

2. Jv^raady continuity checker 

3. 'Mui'^ller alliir;atDr clips, conventional type, lotts bf^ 10 

4 * Ilerit"^* antenna matching tran3f ormero, impedance ratio 72,- 

b. To: Knit id Sadio 
Crd^rin,: the folluuinr:: ^ 



erJc 



1. D.G. Amp muter, range Q^y) amps, 3^ inch cat^j, 

2. Cliff rejuveiV'itqr and checker, B ^ K 

3. Capacitor aiialy*-t, B & K 

?2: Radio 2lmol: 
■^rderinc the folluv:in^:: 



1. ■■ IIold":;d audio cable phonoplui; to alli^tor clip 

2. ■ Electronic „^>rojeGt kita, "ouper snooper kit'* 
3* Halkic-talki-:, 3-^7att, 3-channel 

4 . Jt jroo head^ st , ' IKMA Pro 

Hobile C3 transceiver, Kini-cjjLc 

'I 



M3Ji:g?I?C : ' To write thr^e ord^^r hjtt 

Standurd siiie t^ing paper 

I^IFC-f^rairiuIf ; Eefy^ to utandardu for writing: a (jood ordor letter, GbrroDpond»':inc'^ 
Job Sil'jet /M* 

P^c CKW3l&l t I. Uoad im'ormatioa paoLot on buDj.aeo3 iettera, 

2, Obtain th"^ addr^^j^ci'-ju of the followins companiotj:, 

3, Wrlt"j oMjp lotterca follows: ' 

a. To: South B'^nd 
nrd''^rin(>: the foil ^wing : 

H-^p)l^coment par'os for horizontal drivo hQadDtook lOK (Plodd- A) 
Lict in three O'l^'enl;^ Dpaoud aolurma: A. item nmnber 

■ B. part' nmber 
^ G. „part nan>3 

b. To: Glaminc 
i'Td'^finc th " follwiJiir: ; 

Fi^piaG^-nTient pi^rt^ for 10" lathe tailotobk, all parto exoopt 
yi-OO^'tg.' tail^tooL housing. 

Lx':3t in-thr"je evuiily spaced Goluimoj A. i^art rimiibex^* 

^ B. part liaiao 

Ord rlUiC the follouin^ ; 

1. 6 pair^j of S-inch plioro, eombination 

2. 43 15- inch mill smooth fil^^o 

3. 7^ li'-inoh roimd aeeoud cut . 

4. ?6 taper, extra alim ^ 

S PreGioion;p.^a'ai'e^^lwimber 541f 24 blade inohoo, 13 l/'3 beam in 

6. LiVij cerjtor :'Io IIorao^TJaper 

7. Adjuotatoe vir mohf '3-inoli ohromo plated 



, Job Sho.jt .v*5 . : 

„ * ... 1 - 

OBJECTIVE : To write three (^rdcr letter:: 

?1ATERIALS : Infomnation packet on bi:^ines3 letters 

Standard size typing paper * * « 

' Pen y , \ 

I?aP0aiCaTIOH : Hjf^^v to standardx: for v/ritinc a good order letter, Qorrespdndenoe 
Job Sheet ,v4» 

PROCEIXJRB ; 1* Obtain the addresses of the following companies • 
2* VJrite ord^r 1 otters a^ follows: 

a* To: United Radio Supply InC:* 
Ordcrinc th:. follov/ing : 

1; 5 AG mounting with scruw terminals, typo f, 4-pole, » 

* ^ 2. Eve ready' continuity checker 

3* Iluuller alligator clips, conventional type, lots of 10 

4. Merit antenna matching transformers, impedance ratio 72/300 

b* To: Unit 3d Radio 

Ord'jrihc the follov/ing : 

1, B.C. Amp motor, range 0-50 ampS| 3i inch case. 

2. CUT rejuvenator and checker, B & K 
3* Capacitor aiialyc:t, B & K 

Cm To: Radio Sliack ■ 
--^ Ord^rin^ the f ollov;ine'; 



1. Molded audio cable phonoplug to alligator clip 

2. Electronic project kits, "super snooper kit" 

3. Walkic-talki.:, 3-v/att, 3-channel 

4. 3t3reo head^ jt, NORA Pro 

5. Mobile GB transceiver, Hini-0ix 
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GOHRBSPOroBSCB - Ifet • 3h, 
ORDER LECTER 

Job Sh- it 

C§JSCTIVE: To* write thr^e ordor lott^ra ^ ' 

« 

TliTSHIALo : Iiiformation packet on business letters 
Standard Qizj typing paper 
Pen 

I?IK^B?I^IO?r ; E^fdr to standards for writing; a good order lettef| Correspondence 
Job Sht^et #4. 

, ^ i 

P^OCE jDUHB ; 1. Read im*ormation packet on business letters. 

2. Obtain the addresses of the following conqpanies, 

3. Write ordar letters as follower 

a. To: South Bond y * ^ ' 
Ordering the f oil >wing ; 

Replacement parts for horizontal drive beadstock lOK (Hodcl A) 
Li'^t in three e\^enly 3i)acod coliimns; A. item number 

' B. part number 
C. part name 

b. To: Clausing 

C^rd-jrinc th ; follov?ing : ^ , 

Replacement parts for 10" lathe tailstock, all mparts except 
3 "1-006, tailstock housing. 

Li3t in three evenly spaced columns: A. part nuinb^^r 

B. part name 

o. To: Tucker & Sons 

Ord^rin^ the follovjinL' ; v 

1. 6 pairs of 8-inch pliers, combination. 

. 2t 43 12- inch mill smooth files 

^ 3. 72 12-inch roixnd second cut 

: , 4* 96 taper, extra slim 

^5* Precision squ..re number 541, 24 blade inches, 13 l/S beam in, 

6. Live center :To Homo Taper 

7. Adjustabl^i x>rr jnch, 3-inch chrome plated 
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• • COm^l33PONIiBNCE - Aut'o Koch. 

, ' Draft* 

Elec. 

• ■ ■ CLAIM LETOISR 

Job Sh V jt Jo 

'OBJECTIVE: To ^^mino a sample claim 1 itter and to evaluate it according to ^ 
standaru0 for v/riting any claim letter^ 

rmyciaALS; The following claim letter tnd ti/o additional claim letters from the fil-:;, 

?on ' 

iWCmimnmt l. Be court cou^s* A-otim- the good v/ill of tho Gtpro or ^ agency 

you rxr ; Lrritinc to, 

2. iJicplain yoxir claim ju stly and accurat jly. Have proof of youi^ 
atat eminent • Bon't ^jJxa,;c^jrato, An inaccuracy is soon diacov.red, 
tliu^? 3poilinj a 1 ^r^rit imat u complaint. 

3. Request adjustment. vj 

Sinco orrorG uill be made by hiiman being?3 and sinco merchandise v;ill 
jjt broken in d'j;livery, v/y should loam to ^^^rite a sensible, intel- 
licent Ifotter request in^; adjustment, not an angry, thrtjatening 
letter that mlzjs ^inemios. ^ 

T'ilkjQKiAtlS t 1. frjad the following letter. 

2. Anavjur the cjuostions at the end of the sheet. 

12 Maple Drive 

Palenville, New York 

April 20, 1970 ' ' 

Kerm-.-t'J^^ i.t6ol":.^storuD, Inc. 
2 i^Ciiin^r; ^^Jquar^j 
IJvvi York, new Yorl: 

^^':'ntlem*-jn: 

I received in thia mornin^r*- mail a :*acka£:e of books on radio. Unfortunately, 
one of t .eoe v;aa not ,thc book I ordered. Instead of The Amateur Hadio Technioian r 
joii oent T!ie. Radio Amateur's Refex^'^noe Book . — — — — ~— — « 

Jince my ijiter st ia not advance, I prefi^r the leoc techmxcal book first mentioned. 
I oja retm^ninc the Rjfur ^nC'; Book. Will you send the other to me as soon as you 

eari'r" 

Veiy truly yours, 

Elwood Otis 

Q0B3Tli^rC ; 1. b*as th j tone of tk. v. letter court eoua,* bitter, disoom^teoua? 

2. ■'.Jas all jsoential info ''mat ion given? ^Support yoixr opinion. 

3. How did i'li'j t^iter ask for an adjustment? . ^ 

4. wJiiat temptation should resisted in all claim letters? - , \, 

5. Hill an angry letter b l.^i:s likely to bring quick adjustment 
of 2^our claim? V*i^? • . 
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CORRBSPOinJEIICE - Auto. Mech. 

, .Draft. 



Met 3h. 



CLAIM LSTTER 



Job 3hcvt #7 

OBJI'GTI^/S ; To evaltiato tv;o claim letters . 

II/rgi;ia:iIL3 ; .1. Th4 followins Bojnpl j claim letters ^ 

... 2. P'Jn ' ■ " i,.-'-^ 

IKFOiaiATIOH ; Grit4i*ia for a ;:Qod^ claim ^ letter ; 

a. oDurtuou3. Assume the doog will of the* store or agency ^ou 

/ ar'j uritins to. ^ ^ - 

V b. i^colain your claim justly and accurately. Have proof of your 

* \ ^ otktemont. DonH^ -cagserate. ^iln inaccuracy is eoon discovered, 

thi:^ apoiline a Ijgitimatc^ complaint . 
c. Haffuo^t .adjxistm^nt . j/ ' ■ 

?KuCm'KB: 1. E--ad the followint; letters carefully. _ , • ' , x+^^ 

: 2. Evaluate them according; to the criteria for a good claim JLwtter. 

3. Anaiifjr .tlie miesstions :.t the end of the sheet. > 

oiJTPLE CLAIMliSTTERS 

17 Applet on Road 
Concord, NeW Hampahiro *72K 
. . April 23, 1970 

,Thj".,Brotm i^toi*'..; - 
■37 Ifeiu 3tr^fjt ° „ - ■ . ' . " 

Coac'Srd, !Iew Ilanuishire '".7212 

•» 1 " 

fientl>-3Jificn: 

, I cannot uni.rota.id hou a atore Of your b±z^ and Buppoo^d efficiency can be so 
inefficient in .endinj but orders. Y..t.rday at your store I ordered from a .alee- 
cl..rk a suitcaay of y llov; leather. I specifically mentioned yellow. 

* Today «hvn your truck cat*. , and loft tlv. auitcaae I found that you Irnd sent out 
a v,i.ir;l-. YoVar. putting me to con^idorablu trouble .^itin^ thic letter. It 
in'TTS^bl- that could Imv. been avoided if you had lived up to your name of .d- 
riciiSy. I Jtall expect to -..e your tmck here tomorrow with a new i^elloH ba^. 

/' Yours truly, 

Agatha mixi^^^ti 

. ' . * * 'X- # ^ 



■ / 
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CORRESPONDEITGS 
CLAIM LH?rTER 



22 (Jroone Court 

San PranoisocJi Califoraia 65231 
Juno 15, 1970 



A*r'. falliot^' and Gompcaiy 
4"ii' ¥iburnum Avenuo * ^ .. 

iaiu Fraaciijco, California 65231 

G'*rrtlomen: 

ieJt'.-iriLlay. J x^'^oei^^.-^d l>y delivery t^nick a Woud^^n filing cabinet ordered from 
yoa a vieek €\go\ i-^icu I uncrat'jd tiio cajinet, I fomd the middle file to be de- * 
fecti^r • Tho base of tlii^ ►li*avjer ia split, and ono sido is^ oomplcitely Bplintored, 

I don't Imow wh:.^ther the damaj^ occurred in tram^it or at the factory, .but 

siiio J tho drav/u;r it3 not tujable, I ahould like to have it exchanged. Sine J the 

Teat of the cabinet is in ^-ood condition, it will he necossa^ry to replace only 

tii'3 drawer. Uill you cjend yoxir truck with a replacement as soon as poasibld? 

I shall Greatly apprt^ciatu your prompt action. 

:. .4^ 

Yours trulyi 

Martha Jention (Mr^.) 

Which of the tv;o letter;i is the more courteous? 
IJhioh i^ill receive the best service in the matter of adjustment? 
Point out w^mk ^ot3 in the diaoourteouB letter. ^ 



(-^ • 
3. 
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Job 



CORiaSiJPONIfflNCB - AutQ-II^'^oh , 
CLAIM LSfPTEH 



OBJBGTIVB ^ 
HftKSHIALS : 



To write thr ue claim Ictt 

Information packet on buoinoas letters 
Stantiard si^u typing paper 
Pun < 

Cri^oria for a i^jood claim letter; 

1, Be ceurteou;3, AD^ume the gpod vdll of the store or agency 
you ax^<^ vrriting'to, 

2, B>:plctin your claim justly and aooiirat Jly. Have proof of 
your atatement. PonH ezage^^rate. An inaccuracy soon 

^ diDoovjrid, thus apoilin^^ a legitimate complaint, 
3» Hotjuest adjustment. 



1. 



3- 



Read the information padk^t on huaineos letters • 
Obtain addrus3 3S for the following companies, 
IJrit^^ claim lettors ab follows; 

a. To: Oregon Auto Inourance Co, 
Claitn adpu^tment folldv;3 ; 



A T-^jportod accident to the company on January 1, 197| 
ua^ ^uccuoafully landled and prompt attention wao mucii 
appruciated, 

b. To: Sun Electric Corporation 

Claim Adjuatmjnt ao follows ; 

Have had tansaticf actory porformanco and exoeosive repair cost 
on a 3un test equipment number 1020, 

,To:' Poatmacst ar, 'iaat Linn t 
Claim adjustmt^nt ao fullow3: 

Lott'^r re^ti443tins follow-up or inveatif^^^tion of oorr j3pondence 
not rucftived from General Hot era Corporation, Detroit, Michigan • 
Your personal contact with tho conq?any, reveals correi3pondence 
v?aD 0"jnt Juno 1, 1970 • 
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CORBESPOIJDMCE - Klec, 
CLAIM LBOTER 



Job She .^t //3 ^ 
OBJEGTIVB ; To write three claim lett vrs 

WA/TSKIALS: Standard aizj typing papex^. 1 
Pen. 

li^yi^orjayiC^T : Criteila for a jood claim letter: 

A. Bt^ courtuouD. ABsum^j the ^ood will of the storo or agojucy 
you arci t;ritxBS to. * 

B. S::plain your claim juotly and aocurataly. Have proof of your 
atatoment. Don't ^xa!j£;crat u . An inacourq.oy is soon discovered 
thus spoiling' a l^citimat^j complaint. 

C. Hoqujat adjustment. 

PflOGSPPRiLl ; 1. Obtain th;3 addresses of the following companies. 
2. Writu claim letters follows: 

A, To: SICO Company 

Claim ad3\zstment ts follovfs : 

VTVII broken on aridval from the company 

.B. To: Hiokol: T^jachinc Systems , Inc. 
Glaxra adjustment cts follovrs ; 

Bigital counter, volt meter Mac-735f has broken and there 
v;as a one-year v/arranty on it. 

G. To: . Hoath Kit Company 

Claim adjustment as follows : 

An oscilloscope you ordered ivas damaged enroutct 
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COHREaPONDEMCE - Draft . 
ORDER gQBK! 



Job iSht 3'. 



CijJl!;GTI¥E : To practioe filling out order fprr-i^ aocuratoly and completely 

IliTEiH/lLS ; A liBt of items to bi^ ordered. o^'C, b^low. 

Cataloc(ii3) from v;hich to obtain the information necesBary to 

or dor the cori^cot item. 
Order form^, 6btain from file. 

PHCGBH^HB ; 1* Locate all. itt^ms in list below in eaoh of the four catalogs. 

2. Ilaicti a note o^^ order numbt^ri price, si^a, description, etc* of 

each dtum. 

3. obtain order blarto from file. 

4. pill iii l^j;i,dbly and accurately all the inforraation neceDOary 
to ord r the exact it^ms you want, Ordur all the items four 
time::; — once from each of the four companies. 

5. Tiirn in your four order blanks to teacher^ 



"LIST OP imS; 



1. TJ^'fiqaax^^i - 24 inch 

2. Arghit'oct Soale - 1? inch 

3. *^"Engineer*3 Scale - 12 inch 

4. 30,^ by 6('P Triang;!'^^ - 12* inch 

5. 45^ by 90^' Triangle ~ 12" inch 

6. Pencil pointer vath i^andpaper 
7*. Erasing' ahield 

iiemi-oircular protractori .09Q thick 
9. Beam oompai33 (complete act) 
10-^ . Drawing board - 13 irioh by 24 inch 

11. Drav^in^^ iiili - 3/-1. ounce 

12. Dusting binx3h - 1^^ inches lonf: 

13 • Draft ino^ tape - -r, inch by 60 yacda 
14 • Drawing pencils - one dozen 



OAmOG OH GOIJPANY: 



1. Poat School Dmfting Supplies, 1969t or Drafting Art: Buying 
Guide, 196S. 

2. Ilodern School Supplies. 

3. Tacro, Diviaion of A h T Importers, Inc. 

4. Dietssgen Drafting Equipment and Supply Company 
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CORHBSPONDSNCB - Elgo. 



. - Job Shc^et ^ 

- 4 

* 

OBJECTIVE ; To practicu fillixig out ordur fornie accumtoly aad completely* 

Ml^RIALS ; A liot of iteniG to ord3r<25d* See below 

" Catalog(s) from which to obtain the information necessary to ordur 

- tho^ correct item 

Order* forms* Obtain from file. ^ * 

gBOCBBimB : 1.' Locato items in each list below in appropriate catalogCa). 
' 2. Make a note of order or catalog number > price, siae, dc;0cription, 

oto. of each item* 

3. Obtain order blanks from file. 

4. Pill in le^jibly and accurately all the information neceeoary to 
Glides* the uxaot .item you* want. 
Turn in your*order blanks to teacher. 



5. 



OF imS : 

1. Gatalos or company: Graymark Enterpriaeo Inc. 

2 - 510 five-^tubu ra^io projoits 

1 - 517 Mini-wink project " 
20 301 A crystal diodeo 
1 - 30? AB ccipacitor lot, 50 in package 
1 - 321 C rear seat op^ak^^^:' 
4 - 337 tranaformt^rs 

2. Gataloe or company:, iliadio Stock catalog 191 

3 Bantamweight "B" batterieo, 15 volta 
1 uxpert dual-heat soldering ^gun 

1 GTO-5 compact pushbutton recorder 

1 diamond needle - Ron^tto - DC-04 

1 lb. aoDorted soldt^rleos lugs 
^ «* - 

3. Oatalog or company: Burst ein^-^Applebee (BA) catalog ^^11 

10 VJorlonan AI^p' fuDcs - 3 b^lly ^een, 1 yellow, 1 maroon, 1 pink, 

2 red, 2 black. 

1 in-circuit oapaoitor tueter ^ a kit 
1 omidir^jotioiial dynamic microphone, IflC-112 
1 mobile ham antenna - auper huotler resonator - 22-27 inohea, 
total length 
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Job oho-jt 

mJ'mHWz To praotic'-j filling out ov&OiT form accuxatoly and oomplctely. 
^IPTE^aMJz^: A\i^t of xtem to be ord red. S'je belov^* 

'^"^^ — ' Gatklo^ir- fwra which 'to obtain the information njoesaary Gmoa^ 

tht; corrcot item 
Ord^'^r foriDC. Obtain fvou file. 

L^^^t^ i^^^ ^^"^^ ^^"^^ ^^^"^^^ appropriate oataloe* 
— ' — * 2. I1ai:e a noto of order umaberi j^rioe, aii^ei deocription, 

etc» uf ''j'aoh item. 

3, f'^btaxn or&jv from blaiil^" from file, 

4. Pill ia le^bls^ and a^ooiirali'^^ly all the information neoe^^ar^ to 
O'Mjr the exaot Item irou uant. 

S). T'orn in ^reiu' ^^rdt'^r blanlto to the teacher. 
. - iictnrn Gatalogis to the boofcejhelf . 



LI ;f OF I^OFI 



ERLC 



1. 



Cat . 

1!4- 



jojrie gataloi::; 



It I'i^ 

12 Ind^trial "connter brushes (9") 

i;:.^ Pil-: oardD with pick and bruoh 

2 ifaoteau frames 

■1 ■/iu--:>-i:rip jrrenoheo 

1 He:t lO'JJ^Q Ht 

I ...Jrall hole c^uge 

Vj^7,ive ©enters 

6 Jingle piol>»up ton^J^ 

6 Flat jaw ^ad ton©3 ^ 



1i&r-et Jhop^Uupplxeg Cutalo^; 



Gat. no. 



nod^-1 A7 



1 Jaeobs comrmtator ehuok kit 
1 Q'Siit-oT post 10" latlie „ ^ 
I B-tiGb,-,„:r^^ind 
•1 3/3f Industrial drill 
12 ^/-jlfl^actor woddin^; helfiieta 
1 H jtal diuttinc baiid ^dxf 



B rovliie a:i-t3arr -tt GatalD;f 



Cat. no. 



391 



OF 



6 ite". 1 prt/braotori5 

6 fchiC'^leOe (pm^^ 9 leaved 

12' Sup 3r 4imior olampQ, 3'* qpenxnc 

Dio ttio holioal fliit-0, Hn,L:l;" end 
l^'n.ll. Bia. 3/3" shark die, 12/16'* length 
6 2rotraotor and depth gause 
4 C"-?ntor ^i;au6*e 
6 lUvidom 6" 
*j 1 n 12 2tiff DtainleQD ot..el rujeu 



C0m^B3?0!JD2IK;E SKILLS - !^:^tal Slu 

ma^ WHITING 



Job t 



C^BJBGflirJ ; To ddvolop ohillo iif comnmn'.catinG tlirou,c^i brief clear, and ^^r ^cvs^t 

'I 

In the mchirun,1: tradv note witine is mo^t nc-cestsary ^wh-ijia oral ■ 
comrDumication imiH possibl B'or^'j::ampl-j| a machinist en owine 
aliift (4 to midnight) l^av'-^J a job for a daj' machinist (^2 a.m.- 
4 p*B,) to fi^iiDh. 



Int*orT!ution Qn what ha;3 b^en done and wliat xlj yot to be donc\mii0t b\3 
aoGuratj, nijat, and p^^^-ciBc A miijimdorstandinc tJJay result in a 
Gtioilod job. 

Yob workxng 3v;inc shift (4- to rnidnisht). T-o\ir job xb not com- 
pl-"i?tc5d, , and tiiy day shift vail hav-j to finish it. You rcmt urxt^ 
a note giving all the neceot^ary information on v/hat you havj com- 
pleted and what 'io loft to :s^*ini»h, 



You ar j givm tlir^je 1" 3*' >: 20 » lengths of bar ahook, 

Opyral;>iono ; 

a. ^m; 1" K 3" ^: 3" p^i ak^toh) 200 ^^^xoantiiy), 

b. P'/kirr all uiharr) "jdjcu ^ath a file, 

o. ■^Till dia. liole 'ap:^r^''3c. center of 3" x 3" ourfaou, 
d. FII j and polioii 2 didco, ;:J.je aktitoh. 

.You hw/K:\ comrd-jti'Jd on your ohift ; . 



iaiJinj 200 pi^jGoD. 

17 ^irill^"d loo, 

f il 'd ^uIjo on 23« 



1-^ - 



la a nut- "j::i:diiiri to the I'la^^ piiift man t-^hat noed£3 to bo don^-.to 



Hut 'J ..,','"2 - In .anoth'jr not. o^:plain i:4mt you '00mi;>lett>d.-v 

{ su::i^ih .r tu tr. bri .f ^ poaiisibla and yet imd^rdtandablc in youi* 
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PINDIiro St GETTING A JOB - Auto. Moch, 

Draft , 
Sloe* 
Ndt. Sh. 

JOB SURVEY SHBET ' 



* Job Sheet #1 



OBJEC?riVE ; To find out what you know about the world of work 

MATERIALS ; .This job sheet 

The answer key in the file 



I 



PROCEMJRE ; 1. This job sheet is organized 3o that the questions will test how 
cari^fully you have read the rafi|terial. All information is to be 
found in this job sheet. 

2. Read carefully, th^ axiBw»r the questions. 

3. Obtain the answer key from the file ami correct yoxir own work. 
4* Indicate the number wrong^'on top of the job sheet. 

5. Hand in when completed and corrected. 



EJtPLORING THE WORLD OP WORK 

The Gong tells uo that, 'It's a big, wide^ wonderful world we live." Let's 
find out more about it. What jobs are available in this wonderful world? 
B^^fore a€?laotiilg your caireer, learn something about the world of work. Know 
what occupations ore available. Find out about these different jobs. Answer 
the following t > determine how much you know about occupations. 

1.* Because it is impossible to look at the* thousands of different 
jobs, we shall look at major job groups. Sometimes they are 
called occupational families. As in a human family, all, jobe 
in the grCup are related in some way. That is, all jobs in 
the group \ 

% — ^® alike 



have some features in common 

both 

neither 



2. Indiastry employs all kinds of workers. There are those without 
skills. They &re called: 



induatrial help 
tmskllled workers 
both 
neither 




3. Usually unskilled workers are laborers. They may work inside or 
outside. Their w6rk may involve heavy physical labor, or it 
may consist of li^t work indoors. Which of these might a 
laborer or urusjcilled worker do? - 
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FINDING tt OBTTING A JOB 
JOB SURVET SHEET (Cont.) 



Job Sheet 01 



BhovBling 
hatiling 

all of the above 



. Ydkr first job may be in the unskilled group. With occupational pl«^iming| yoii 
V can advance • The next group in our occupational family* is the semiskilled worker. 

4* With training, many unskilled workers move up to SBMSKILLED JGB^. 
Semiskilled workers work with their hands Their work is usually 
^ routine. It calls for a limited amount of training. Often this 
is in the form of on-the-job training. They are given brief in- 
3truction3 and told exactly irixat to do. Under supervision they 
go throu^ the same motions over and over. The S^eqttirements 
for unskilled and semiskilled workers are different b«caude: 

. linskilled workers need little or no 
education and training. 
. semiskilled workers need a limited amount 
of on-the-job training. 
both 

neither 

3. Semiskilled workers hold jobs in almost every major industry. 
The majority of these workers are found in the manufacturing 
industries. Other workers in this class are truck, bus, and 
taxi drivV^rs. George drives a long-^stanoe moving van for a 
large movin^^ company. George should be classified as a(n): 

^ unskilled worker 

^' skilled worker 

both 

neither ' 

6. There will be thou^sands of job opportunities in the Qemiikillcd 
ocoupationo during the 1970's. There kill be ^^eater need 
for workers, however, in the skilled and technical fields. 
Spend a bit more time and effort. Get training beyond the' 
semiskilled stage. Advance to the next level as a worker. 

?.„ SKILLED workers are craftsmen who earn a living by making things 
with their hands. Many are employed in the mechanical and building 
trades. All of our tall buildings, machines, dame and bridges 
were built by the efforts of various . craftsmen. 

unskilled 

I 

semiskilled 

« ^^^^ 

neither 
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3. 



9- 



10, 



When you are a skilled workery you'll have greater job securitjK^^ 
Thea^e'll be better chaaces for advancement. You may becowfe Mir 
self-employed. Your wageo will be hif^er than those of the 
semiskilled and unskilled. Name two advantages of being a 
skilled rather than an unskilled worker. ^ ^ 



1, 

2, 



There aru good opportunities for skillod workers in every one 
of the fifty states. The general employment outlook ih thti 
skilled' ocoupationo is very favorable. The greatest opportunities 
are in the large industrial stjites, ^Examples are Hew Tork,^ 
.California, Pennsylvania, Illinois, Ohio and Michigan. 

any of th^b states , 



' ^ only ih the large industrial states, 

— — ^ ^^-^y ^ York, California^ aJid Ohio, 

A large number of craftsmen belong to smallep groups. Among 
these are bakers who produce products such as Bread, cakes, 
and piea. Jewelers are skilled workers. They taake and repitir 
juswelry of all sorts. Tailors also are skilled wortanen. Th^y 
do hand and machine sewing in making clothes. Bach of these 
cradTtsmen uses^his hands to make things It is tiOMt important 
that the skilled worker have a 

' verbal skills 

^ a good personality 

both 



neither 



11. Name three families of workers that have been discussed tfo far. 



(1) 

(2) 



12. Gon^plete these sentences. 

Unskilled work offers (filw, many) chances for advancement. 

Semiskilled workers work at (3X)utine tasks/ new and different 

tasks) " ®*<5h day* 

There will be more need in the future for 

unskilled workers 

, akilled workenr ^ 

. - ^ both 

. neither 
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13. Matoh the following jobs with the job family. 



14. 



15. 



16. 



17. 



18. 



ERIC 



a. 

b. 
c. 

d. 



Egging a ditoh 

driving a truck 

making a sxdt of 
clothes 

welding a fender 



1. skilled 

2. semiskilled 

3. unskilled 



Those who work in the service occupations are grouped together 
because they all serve the public in some Vay. The services 
which they provide vary. Therefore, the amount and kind of 
training required varies. One thing which all workers in 
service occupations have in boraraon is: 

^^^^ serving the public. ^ 



different qualifications, 
seune job title. 



Depending upon where and how they serve, those who wprk in 
service occupatioxis may be^divided into four groups. These are" 
(l) domestic service workers, 9^0 protective service workers, 
(3) personal service workers, and (4) btisiiless and industrial 
service workers. Tfte largest group in the service occupations 
is' the domestic service workers. 

(1) . 

(2) _ : 

(3) 



Over 750*00(5 civilian workers are responsible for the protection 
of public life and property. These are the protective service 
workers. If you would like to enter this field of work, there 
arc strict personal and physical requirements. The educational 
requirements vary with the specific position. Protective service 
workers: f 
^^^^ protect public property and lives. 

protect personal and i)hysical property 



both 
neither 



There are three large subgroups of protective service workers. 
The largest of these ^is guards and watchmen. The second largest 
is made upi of policeman and detectives. Firemen are in the third 
subgroup. These tl^ee subgroups make up more than 90^ of all 
protective service workers.^ 

Industry spends over one billion dollars a year for workers to 
look after its property and trade secrets. This work is done 
by: 
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firemen 

guajrdfl aad mtchMn 

^both 

n either 

19 • Not, much special training is required if you want to he a 
watchman or a guard; Moat police departments require that 
applicants be able to pass certain examwations* Tou imist 
meet ceztain physical, mental, and educational requirements. 
Fro2i| the advertisement b^low, Xist one mental, one physical, 
and one educational requirement • 



POLIOElflEK WAMTED 

Starting salary $9,010 . 

1. Age 21-29 years 

2. Min. height 5*8" 

3. Hin. weight 145 lb* 
4* U^S; citizen 

5. PcJift written test 

6. 20/20 vision cowected 
1^ Physically fit 

' 3. Good moral character 
9* H.S. diploma/ or G.E.D. 
or prior experience 

20^ The third group undir the heading of service occupations is the 
personal service workers. These workers do something personal 
for the people for whom they work. Wiioh oneoof these workers 
is a personal service worker? k 

a barber . * 

^^^^^^^^^^^ a taxi driver 

21. The remaining group of service workers are engaged in the business 
and industrial aervijpe occupations . Among these workers are 
bellboys, bu^boys, cooks aiid chefs, elevator operators, and janitoxis. 
Which ,one of the following workers does not belong ndih this group? ^ 

... a bellboy 

a hatcheck girl 

. a chef 

a policeman " ■ ^ 

22. As a rule, clerical workers work in clean, well-ventilated offices. 
Their clothing at the end of the day is as clesui as it was when 
they went tQ work— ia-*he jaorning. Many of the men wear white o 
shirts. This group of workers has come to be known as ♦»Hhite--collar*^ 



(1) Mental requirement ^ 

(2) Physical requirement 



(3) Educational requirement 
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.workers. The skilled and semiskilled workers are often called 
blue-collar workers. you want to look nice on the job you 
would like being a: 

white--collar worker 

blue-collar worker 

both 

. neither^. 

Clerical workers should have a high school education. Some 
training in business courses is needed. If you're good 
in arithmetic, spelling, and graramsu?, so much the better. 
Knowing how to operate some of the different office machines 
< will help you get a job. Planning to be a clericat worker? 
You must have; . * 

^ a good basic education 

'"' a degree from a business college 

both * . 

neither 

Salespeople require less traini^ than most other white-collar 
workers. Is your appearance cl^an and neat? Do you speak well? 
Can you persuade customers to buy what yqu are selling? If your 
answer is "yes" to these questions, you: 

will not need a great deal of training 

Will find that the field of setiing offers many 
different opportunities 
both 

neither 

The farm worker is being replaced by machinery. BJF 1975? only ^ 
one out of every ten youths will be able to get a good job in 
farm production work.- Farmers are using more modem methods. 

The student who plans to go into farm work must: 

«* 

know how to run the equipment iised on a modem 
# farm. 
choose from msmy faxm jobs. 

both 

neither ^ ^ 

Many pf the occupations in the technical, managerial, and prof jgs ion 
al groups call for a college degree. There are some exceptions. 
See if you are interested in these »i?xception^. 



8 1 7 

3// 



PINDINO Ain]| OETTINa A JOB 

JOB auHm SHsgp (cont,) - * 
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Job Sheet /A 

There ere two Iwiic types of profeBsions: (1) Thoee. which 
require a ffreat deal of fonnaHsducation. Boctors, lawyers, 
and teachers «e exawples of this type, (-2) Those which do not 
call for as much knowledge • They reqtxire creative talent and 
skill, Exainples of such workers are actors, athletes, artists 
or musicians. Which of the following would recjuire a college 
education? « 

^" doctor 

: ^artist 

Match the followine Job Titles with the name of the Job Family 
to which each belongs: 



Job Titles Job Families 



Carijenter 




1. 


Unskilled workers 


Ditchdigger 




2. 


Semiskilled workers 


Teacher 




3. 


Skilled workers 


Parmer 




4* 


Service workers 


Salesmsm 




, '5. 


^Clerical workers 




J, 


6. 


Sales worksris 


_ Waiter 




7. 


Professional workera 


FireMm 




3; 


PArm workers 



Bus IXi^ivel* 



In January, 1966, less than 4 percent of *all people looking for 
work were unemployed. This is the lowest rate of uneaiployraent 
in S yeaw, k report from Washington, D,C, says tha^ the number^ 
of unemployed will continue to drop% What does this mean to you? 
Soon you will enter the labor maricet* If you are, capable, your 
chances 6f finding a job are: 

^ good and getting better _ both 

. good ri^t now but expected 

I to get worse ^©i'ther 

The jot> picture for the youth of today is bri^t. But you 
mtist be prepared. Learn a skill which employers need. Get a 
good basic education. Education and trainj^ng are the keys to 
a better life. You can have your 6hance to earn good wages, 
have steady employment and be happy in your work. You are now 
at the crossroad, START NOW IN THE HIGHT DIRECTIONI^ 
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OBJECTIVE: 



r-lATBRIALS: 



PROCEDURE: 



FINDING i OETTING A JOB - 



JOB EXPLORATION 

Job Sheet #2 
( Each student will . do three of these ) 

( 

To obtain specific information about a specific vocational area. 



Auto. Mech. 
Draf i . 
Elec. 
Met. Bii. 



Voeational Area Bibliography 
Available material^ in library and study cen 



•isr: 



books, pamphlets 
tapes, filmstrips and tapes, filrastrips and records 



1. 
2. 
3. 
4. 

5. 



amsaTioNS t, 1. 



Go to the file and obtain the Vocational Area Bibliography. 

Decide on one job area that you wish to investigate. 

Note where the materials you want are located and obtain a hall pass. 

Research the job area thoroughly; sometimes it will be necessary to 

go to more, than one source for all the information you want. 

INSTRUCTIONS FOR THE LIBRARY ; 

a. Prom the reserve shelf chopse several books that deal with 
the vocational area you are investigating. 

b. Read the questions below. 

c. Overview each of the books or pamphlets you have chosen;, 
decide on those which will best give you the infoi^mation 

you want* Return those you are not going to yme to the de%k. 

d. Using the index and table of contents, preview chapters in 
the books or pamphlets that look like they might give you the 
information you need. ^ 

e. Once you have found the exact information you are looking for, 
read the material carefully and anfewer the questions below. 

f. ' Return all books to the reserve desk. 



6. nJSTRUCTIONS PC*R THE STUDT CENTER: 



a. If you want printed material ask the secretary to direct you 
to the Vocational Pamphlet file and" other pamphlets which 
are available. 

b. If you wish to, view a f ilmstrip ask the secretary to help 
you find the one of your choice and assist you in setting 
up the filmstrip projector and record player or cassette. 

c. Read the questions below before you start ^rLewing the 
film strip. . 

d. Vie^y the filmstrip and record your answ^ro. (Note: Sometimes 
it might be helpful to view the filmstrip more than once. 
The first time to get the general overview; the second time 
to <:>btain specific information. 

e. Return all materials to the secretary . 

Choose one specific job to investigate thoroughly and answer ' 

the following questions: 

a\ Give the title of the (Specific job: 

List all possible places of employment. (Example: private 
industry, county, ftate or federal agencies, self-employment, etc.) 
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Doee the job involve: 

(l) Horkin^ with^ people and/or aniaale? ¥ea Ko 
^21 Workiilg with concepte and ide«»? Tes No 

(3) Workiog with, machine* and objects? Yes No 

d. What are tUe educational recjuireMenta for this job? List 
. all* X 

e. What special qualification arg ^necessary for this job? 
(Mental abilities, physicaSr^ilitiest special skills, etc*) 

f . Find the following informtion about earnings: 

(1) Expected beginning salary* By the hour? 

Per year? ^^^^^^^^^^^^^ 

(2) What is the possible naxinum salary? By the hour? 

Per. year? 

How many hours per week woidd you expect to work in this job? 

h. Are there any health hasard* intolved in this job? 
If so, what are they? 

i. Is the competition for this job 

^^^^ None Very little Increasing 

Veiy great In other words, how crowded is this 
vocational area? 
j* List the possibilities for advancement in terms of 

(1) Respcniiibilities - 

(2) Wages or salary- 

k. What, if anyt are the seasonal variations which affect this 
job? 

1. What are the fringe benefits to this job? 

m. What you have learned about this specific vocational area? 

State your personal feelings about it as a future vocation 

for yourself. List the pros and cons. 



320 

3/V 



.4 



WQltK PERMIT 

Job Sheot #3 ^ 



FINDING (Sb CETTINO A JOB - Auto. 

Draft. 
Eleo. 
Met. Zh. 



rife 



QBJECTIvi : To learn how to obtaiA a work permit 

MATERIALS : Obtain from the file 'an application form for a work permit. 

Information packet on work permits. ("The Work Permit, Your Job 
and the Bureau of Labor") 

PROCEDURE ; 1. Read the brochure^ "The Work Permit , , , Your Job ..And the 

Bureau of Labor." 
2* iJL already have your work permit t you have completed this 

job sheet. Hand it in. 
^* . ^ Q not have a work permit t obtain an appAicatipn from 

the file, and fill Tt out accurately and legibly. 
4. Show the completed form, toget^^er with this job sheet, to 

your instructor for an OK. 
5» NOTE: If you do not have^ a copy of yoxir birth certificate, 

write a letter requea^ting one. You will find the address in 

the file. 

6. Obtain an envelope from the instructor and inail your application 
for yo\ir work peimt. 
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Aui^* }C«oh. 
, " Draft. 

• 5^ CMet. Sh. 
SOCIAL SBCURITT MUMBSR ^ 

Job Sheet #4 

(BJECTIYE ; 90 leaz*n hovr to olrtain a Sooial Saourity Nunlber. 

MATERIALS : Obtain from the file an application blank for a Social Securitjy^ 
Mfumber^ 

IMPORMATION ; 

Beforo you can hold a job| you iRUSt get a Sooial Security cardi 
What io Social Security? 

Vhm you workf you must pay about five cents out of every dollar ' 
to the government. Your employer takes this money out of your 
pay check. He also pays the government about five oentef for 
every dollar you aaxn. So for every dollar you earui about ten 
cents goes to tho government. The government uses this money to 
help you in several ways. 

1. When you retire from work, you get money to live on. The 
age of retirement for women is 62. Per meUf it is 65 • 

2. If a man dies before his wife, she gets money, tjo live on. ^ 

3. Suppose you get sick or hurt %diile working. You get 
money xin^lil you are well enough to work a^in. 

4» After you are 65i part of your doctor bills are paid for. 
This is called Medicare. 

It is easy to get a Social Security card. Obtain an application form 
for a Social Security number. After you fill it in, mail it to the 
Social Security office nearest" you/ This address can be obtained from 
the phone book. You then will be sent a Social Security card with 
your number on it. This will be your number for the Mst of yeur 
life. If you lose your card, you oan get another one. But it*8 
a good idea to keep yottr card in a safe place. Carry ii only 
when you go for a job. 

PROCEPURE ; 1. Read the above IMPORMATIpy section. 

2. If ;j[ovL have your Social Security number, wite it and your name 

in the spaOM below« 
^ 3. You have compltted this 30b sheet. Band it in# 

4» If ^ou do not have your Social Security number t obtain a form 

from the file and f i5r*it out accurately and legibly. 
5. Show the cl)»pl<ited form together with this 30b sheet to your • 

instructor for an OK. 
6# Obtain an envelope from the instructor and mail the application 

to the Sooial Security office neainist you* 



NAME 



SOCIAL S1CUHITY# 



ERIC 



PIHDINO & OBraiHfa A JOB - Auto. Mech. 

Draft. 
Slec. 
Met. Sh. 

LEfPgER OP APPLICATION 



Jot Sheet #5 



(NOTE: THIS JOB SHEET IS TO LOHE AFTER COMPLBTINC CHAPTER 4 IK THE TEXT 
AHS BEPOSB BSGIinilNa CHAPTER 3.) 

OBJECTrVE ; To exaaine two 8uQ>le letters of application to find out the inform- 
ation a good letter of application thould pontain. 

MATERIAL ; Sheet entitled "In the Bossy's S>oes*« 

PROCBIXJRE ; 1. Do this joh sheet before, you hegin Chapter 5 in your text, 
"How to Write a Letter of Application", 

2. Obtain the sheet "In the Boss's Shoes" from the file. 

3. Read carefully the saarple letters of application. 
, \ 4. Answer the questiOiis according to the diretstions. 

\ 5» Hand in the completed job sheet. 

6. Begin Chapter 5t jLn your text . 

\ y . 

I _/ « 
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, Job Sheet #6 

(HOTB: EACH STUIENT MOST DO THHBB OP THESE APTKR COMPLETING CHAPTBR 
6 IN THE TEXT.) 

OBJECTIVE ;. To practice completing job application ferns with accuracy and 
legibility." * ^ 

MATERIALS ; In the file are application fomo from the following companies; 

" 1. Pred Meyer 

2. Pendleton Woolen Mills 

3. Tektronix 

4* Pacific Northwest Bell 

5- Crown Zellerbiioh Corporation 

6. Spokane I Portland axid Seat t la Railway 

?• Meier & Praaak Co. 

3. Northwestern Olasa Co. 

9* Pacific Power and Foundry Co. - Rent on division 

10. Anerican Can Company 

11* Earle M. iJorgezuien Co. 

12. State of Oregon Civil Sarvice , * ' 

PROCgaXJRE : 1. Choose three of the above application Ijilnnka. * 
2* Usin^ pen complete each application form accurately and 

legibly. Remember that this application form repMsents you 
to the employer before he even seas you* 

3. If you have questions, refer to Chapter 6 "Oive Your Appliication 
Blank Sales Appeal: in your text* 

4. When you have coispleted the application formi reoheok to make 
siire you have answered all the questions. 

3* Hand in three completed application forme. 
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OBJBCTITC ; To gain general infonnation about apprenticeship trainittg ' 

T 

MA^ESRIAIiS : PaiBpbletr "Some Questions & Answers About Apprenticeship Training*' 

PROCEUffiE : Obtain the assigned pamphlet from the file*^ 

2* How many trades and fc3rafts ai»4 apprenticeable in Oregon? 

QUESTIONS t. !• What is an apprenticeship? 

2. ^How. many trades and cr^ts ar,u apprenticeable in Oregon? 
3« What is the average time wait for an apprenticeship openiJig 

after a pe3rson applies? ' ^ 
4# State the opportunities for advancement beyond, being joumeyipan. 

5. How would^ it be possiBle to bocofae a journeyman without serving 
an apprenticeship? ^ * 

6. How jBuch educaixon must an individual have to qualify for an 
ai^pr entice program? 

?• What trades do not require a hi0i school diploma in order to 

enter their apprenticeship program? 
3^ Name the courses a hig^i school student should take to prepare 

for ait apprenticeship • * 
9. What are the age limits for an apprentice? 

10. Of what value is hi^ school vocational training in obtaining 
an apprenticeship? 

11. Could a person who had served time in prison qualify for an 
apprenticeship? ' 

12. How long a time does an apprentice serve in training? 

13* In addition to working on the job| what other training does an 

an apprentice receive? 
14. What wages $an an apprentice expect to receive? 
15 • What expenses does the apprentice have? 

16. How can an apprentice keep from losing his apprenticeship in 
the event he is drafted? 



( 
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OBJECTS : TO gidn inforWtion almt a specif ic apprenticeship -tr^ ' 
progran* ^ ^ 

■ la TERIALS : Apprenticeship Ixtformation Center Bulletins, availaDle in the 
file and in the study center. 

PBncRntiBE* 1. Cbtain a iass to the study center. ' • * ^+4«t, 

. fROCEOTRE. 1. OD^ain^ ^^eta^ to direct you to Apprenticeship Informt ion 

Center (AIC) Bulletins. 
3. Answer the fx>llovdng questions. 

QUjbTIONS: 1. List' all the. VCcational are^ you can find in which one can 
'^'"^^ go throuj^ apprenticeship training. 



2. 



V 



a. 

To,. 
c. < 
d. 

Q 



f. 

h. 
i. 

a* 



a. 

b. 



d^ 



Choose one of the above apprenticeship pWgraas to inyestigate 
thoroughly, and answer the following: 

Kaae of prograa. . . ^ 

What kind of work do workers in this P«>8^^Jf . . 
How ar6 applicants ohoeon to become apprantioes in this 

L^fSe mini«iB bwic requira-ents for this appr.nti6eship 
in terwB of . ^ 

Ago 

Health 
Eduoatioxi 
Tests 

References . ^ 

HOW long is the apprenticeship? 

'^rjht SnSL one Hould go t.o apply for thi. 
apprenticeship program. 



0. 

"f. 
g. 

h. 
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OBJECTIVE ; To assess the main points presented by a film or a guest speaker 

MATERIALS ; this job sheet to be turned in for eacsh film or speaker. 

PRGCEDURE ; 1. fiead the qu^stiojos 'beloM before viewing a iTilra or hea&^ing a ^ 

^ speaker, 

2, Listen attentively to the presentation* 

3» Answer the questions below» 

QI^TIQNS : !• State the title^of the film or the name of the speaker: 



2, List the three most important points you feel the film or the 
speaker made: ^ 



a, 
b. 



3. State two items of information about Finding and Gettiiag a 
Job that you learned from this presentation irtiioh you did not 
loiow before: 



04* 

b. 



4» Write a statement telling how the information given by the 
film or speaker could be valuable xt you personally* 
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AUTO MECHANICS BIBLIOGRAPHT . 

* ' BOOKS - 

^ Crousei William H. Automotive Meohanics , 5th edition, McGraw-Hill, 1965. 
Chilton Repair Hannal , 1969. 

Motors Auto Reyair Manual s 24th Ed. New York^ Motor I96I. 
Motcft^s Plat Rate & Parts Manual , ' 

' Stephenson, George E. Power Mechanics , Delmar Publiiher, 1963* 

« ■J' 

\ PAMPHLETS 4 PERIODICALS 
Alemite^s Recomm\ided Training Procedure for Wheel Alignment . 
Autf.olite, Spark Plug 1964 Dealer Catalog / 

Charging , Ignition & Cranking Systems, Delco^Remy « Anderqon « Indiana . 

Ener^gers 4 Batteries, Delco-Reaay, Anderson, Indiana. 

Introducing the Delcotron Generator & Charging Circuit . Delco-RenQr, 
Anderson, Indiana, 

Machinist , The , published l(y InternaJtional Assoc. of Hachinisi^ and 

Aerospace V/orkers 

Regulations and the Ch^ging Circuit , Delco-Remy, Anderson, Indiana. 
"20t000 Volts Under the Hood ," Delco-Remy, Anderson, Indiana, 
Wheel Alignment Snap-On Tool Co, Manual , 

"Questions amd Answers on Apprenticeship Training ** . 



ERIC 



3^ 



DRAFTING BIBLIOORAPHY 
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BOOKS 

Burke, Arthur £• Arohitectural & Buildixig ^Trades Dictionary > Amer, , 
Tech. Society, 1955* 

Spenoe^ Mm. P. Archit ecture^^Des ign^ngineerin^Drawin^ , McKnight, 196? • 

Hysler, Donald & Wallach, P^ia. Arohitecttire, Drafting & Design* McGraw- 
< Hill, New York, 1963. 

Crispin, Frederic Swings Dictionary of Technical Term . ^Bruce, 1970. 

Douglas gir Use Book * Western Wood Prod, Assoc, 6lst ed. 1963. 

French, Thomas and Vierck. Engineering Drawing fo;r Students and Draftsmen. 
(10th edition), McGraw-Hill7 1966. ""^ 

French, Thomas, Manual of Engineering Drawing for Students and Draftsmen. 
McGraw-Hill, New York. 

French and Svensen. Mechanical Drawing (7th Edition), McGraw-Hill, 1366. 

French, Thomas. Mechnical Drawing; A Text with Problem Layouts . New York, 
MoGaraw-^Hill* 
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VOCATIONAL ADVISORY COMMITTEE MEETINGS 
PEBTAINING TO VOCATIONAL-ENGLISH 



METPAL SHOP BIBLIOGRAPHY 
PERIODICALS 4 PAMPHLETS 



m-CIOMHiS. 315 Sixteenth Street, N.W. Washington, D.C. 

Tho Pederationist. Official monthly magazine of the APL-CIO, Washington, D. 

The Machinist. Published by International Assoc. of Machinists & Aerospace 
Workers. 

Steel Pacts. Published Public Relations Dept., American Iron Steel Institiit 
Washington, B.C. 

"Some Questions & Answers About Apprenticeship Training".' Published by 
State of Oregon, Employment Division, Salem, Oregon 



VOCATIONAL-ENGLISH EVALUATION PROCEDURE 



Evaltiation 4a this class will operate just as it does on the job. On-the-job evaluation 
is lasuaXly of three parts: Productivity , Wo rk Habits , and Attendance Record . These 
areas will be defined in VocationalHBngli^h follows: 

Attendance 1 pt. per day 

B* Productivity 1 pt. for each Job Sheet satisfactorily completed* 

C. Work Habits: 

1. Be in class on time with proper equipment 1 pt. per day 

2. Begin work immediately; work \mtil bell 1 pt. per day 

3 • No disruptive behavior • • 1 pt* per day 

4* Return all materials 1 pt. per day 

You mlL.earn points daily in these six areas • Each day you will ^evaluate your own olas^ 
performance on the form below*, giving yourself 1 point in each area in which you have^ 
earned it. You will l^e using the honor system in tallying points; however, should you 
violate it, points will be deleted by the teacher and deducted in the final grade eval«- 
uation* 

In order to eain a point for a job sheet, it must be satisfactorily completed with an 
OK from the teacher and be filed in your folder for the 9-weeks evaluation, at that 
time the number of job sheet points must correspond with the number of OK'd job sheets 
in your folder* 

In addition, it will be possible to earn BONUS POINTS for perfect attendance (5 points 
for jr^etkB perfect attendance) and for assisting in the classroom operation. See 
posted Job Descriptions for details* 

Be sure to take the last five minutes of, each period to return materials and to eval- 
uate your daily performance. Remember, you are responsible for keeping your own records! 
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ELECTROHIGS AlWISORY COMM. , 
1 April ^, 1971 . 

KOTBS ; , * * ^ 

!• Studonto should explore the diffemot fields of uloctronics so th y know the 
^specific one thoy wiah to onter* •»Thero are a lot bf \uihappy technicians 
^ aroiuxd who are not in the job they want to be in, because they didn't in- 
vestigate the field." 

How to do this? 

a. Speakers from employment agencies 

b. Visit Bell System — they have an open house periodically 

c. Visit General Telephone 

d. Not feasible for students to spend a day at any of the companies repre«» 
sentc^d here — ins\irance and other factors aigainst it. 

2. Correspondence skills ; 
k. IMPORTAMT! 

b. Comments: "One of the world's greatest aptitudes is to be able to 

sit down and write a letter." 

"When I was in school I learned two forms for a letter — • 
slanted and block but I never knew what to writQ in 
either form." 

"Password to success ~ work hard; be court eotis; do good 
work, and be able to write a letter." 

c. It is a necessary skill in the business world to be able to organize 
one's thoughts and put them on paper. ^ 

d. Teach them to write technically. Memos are used constantly — students 
should bii taui^t how to write them. 

3. Reading skills ; 

a. In the technical field, loiowing where to look for information and how to 
find it increasingly important. 

b. Scanning important for retrieving information when you want it. 

c. Example: Telephone technician said that 23 loose«»leaf binders came 
with his new txaick, and he had to be able to find information in them 
quickly inorder to iise his equipment properly. 

4. Technical terminology ; 

a. In industry they just use abbreviations. The worker has to know! 
There is no ahort cut for simply memori»ing them. 

5. g^ttinc and findinL' a job - the text for this area looked good to them. 

6. kjuggestiona; 1. Have seniors write a restime at beginning of senior 

year and again at the end. 
2. Include in the course skills in taking notes and in 
how to keep a notebook. 
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METPAL SHOP ADVISORY COMM. 
April 12, 1971 



Correspondence sktlls ; t ^ 

a* Letter writing not necessary skill. Foreman would not write letters* 
b- Memos - most used form of written communication in shop. 

(1) Form of Memo': To: 

Prom: 
Subject: 

(2) Inforraatibff on memo should be ol^ar and concise. 
Would oftei^ include a sketch or machine drawing. 

(a) Possible to work up jpb sheet with hypothetical situations 
that would necessitate writing memov 

(b) Memo from Day Shift to Ni^t Shift 7 ^ttust be written 
so message is imderstood. Possible job sheet. 

^ Example: 2 key ways in a shaft, halfway completed. 

Day shift writes a note explaining what has 
been done and wher^ job should be picked up. 

T?bchnical terminolo^ : 

a. Good. Need to have in order to jread blueprints. 

b» Some shops don't use it. Every shop that has own draftsman has own 
terminology* ^ 

c. Are there any standardized abbreviations? Yes. Ai^ny and Navy 
have their own. Set up own standards. Military specifications. 

d. aymbola - more important than abbreviations • Make up job sheet so 
students learn' symbols . 

ft 

Reference gUcillQ : 

a. Always important to look things up. Bo thorough. Double check 
everything. 

b. Possible refere^nces to use for job sheets: 

fl) Wolfe '(from Ford Motor Co.). "How to Run a Milling* . . ."^ 
1 2) Kearney dk Treggor (sp?) »miling Maching Operation" 

(3) Write to factories in South Bend for pamphlets 

Getting a job : 

a. Text looks OK. 

b. Important to learn how to sell self. 

c. Know how to speak to an employer properly. 

d. Important to follow the direction on an application. Employer 
judgAa applicarit on this. "If he canH follow instructions on an 

application, he canH follow instructions on the job." 

e. Unions ^ Students should be exposed to unions and what they do. 



METAL SHOP JUWISORY COMl. 
(cont.) 

(1) Speaker from looal union* (Mr. Simehion auggtsted one and 
he would help oontact when we need one.) 

(2) Machinist Paper Hav^ students read. Perhaps work up Job 
' Sheet using it* ' ^ 

f . Students must decide whether they want a job on the line* or in 
business for theoselves. 

(l) Metal treuies a wide field. Student expected to know a 
little bit about all of it. 

Suggestions ; 

a. Spelling - plsdn and simple. Important to know! ^ 

b. Job sheet - write up a comparison of two tools. Give„ opinion of 
each in plain English. (This type of writing oftt^n part of the job.) 

c. Learn how to read calibers, how to set up a part and lay it out. 

d. Mathematics is really important 1 1 



V^8 
330 



AUTO MECHANICS AWISORY COMM. 
Kty 19, 1971 



WgBBS; 



Reading : 
a. 



Jiiat like a doctor or a lawyeri a mechanic can not remember everything* 
Therefore it .is important to read to keep up in field. Skills of 
ekinming and scanning excellent for this purpose • _ 



Auto becoming more complex all the time. 
Technical bulletins come in twice a week* 



Spelling 

a. "Spelling is as important as knowing how to use the wrench!" 
b# RecordiJ go up to the boss; exbarrassing, if not correct • 
c. Written ^material must be legible if passing on to a boss. 

JobG 



Attitude is really important* 
at the bottom. Stress this. 



Employee must be willing to begin 



b. 



There is a demand for mechanics - a place where you Start and a 
career *t hat you work into. 

c. Get throu£:h to students how many craftsmen make money. 

d. .Students would be aware that the union exists and the importance of 

it. 

(1) Obtajfc union infoimtion regarding benefits, wages, etc. from 
the Labor Temple. 

4. Habits on the pob ; 

a. Cleaning up is important. Be sure Students put away jnaterials and 
leave room clean when cl^s is over ! 



Swfgested job sheets ; 

Write a summary of a job perfoimed. 
Writ* a warranty repair. 

(1) Student writes a description of the failure and what he did 
to repair it. 



a. 
b. 
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DRAWING ADnSORT COMM. 
May 10, 1971 

NOTES : C 

1. Reading: ^ 
a* Spanning is important . 

(1) Scan first; then go back for technical information. 

b. "No such, thing as a draftsman; he's part engineer." 

c. Introduce students to broad spectrum of kinds of reference 
materials available. , . 



Technical magazines - have students preview. 
The biggest problem in industry is the imss of material 
available; no one can possibly keep up. 

(3) Write a letter to secretaries of Society of Mechanical 
Ejogineers and Society of Electrical Engineers to get back 
issues of their periodicals. 

(4) Devote 1 period a week to overviewing a magazine. 

(5) Trade journals should be in the* ropm - as many as possible, 
d. Read specifications and contracts. 

2. Technical terminology ; 

a. "The language of drafting is the big thing." 

b. Important to know engineering terms and materials. 

c. Stress work with words. 

3. Writing ; 



a. Report writing - teach students how. ^ 
ll) What isit? Why is it good? 

(2) Writi^'^l^ftport, a survey report, which analyses a problem 
by, putting it on paper. Give a qualified opinion of the 
problem. 

b. "Pog Index" - a measure of how blear ly one writes. (Mr. Woodworth 
will loan his copy). 

c. Letter writing - iBg)0rtant I 

4. Speaking 

a. Spoken language is important. Advancement comes 1^ demonstration 
of ability - can't be tongue-tiedl 

b. Suggested activities: 



Have a dictaphone available; each student talk in one. 
Chalk talk. Each student make an expiration, using a 
piece of chalk to illustrate. 
(3) Give each student one wot-d and have him talk one minute on it.- 

5. Reference 

a. Hi^ly important! * 

(1) Prom tlie time they get out of school draftsmen need to know 
how to find reference material. No more memorising; he has to 
know where to find information. 

(2) Only a small part of the engineering exam( a 2-day test) is a 
closed book. Called "the suitcase test." • 

(3) It's a true test if the individual can tuse the reference ^ 
material available to him. 
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Suimnaty of Varioiis Parents Critiques 



Did you notice any change, in his /attitude toward writingt reading, or 
English last fall term? 

. . . first English' class ht^*8 had that was direotly related to his interests. 

• • • reads more magazines now than before, 

• • • mc^e knowledgeable about filling out forms. 

• • • attitiide more positive; he liked the class. 

. . . was boring at first, but» later enjoyed the reading* and writingi 
. • ;-no change because it was taken for vocational credit. 

Does he feel differently now about language arts instruction than before? 
(positive or negative) 

. . ho was positive before, and still is» / ^ . 

. . . can^t aee that he does. 

. . . yes, he knows more about machinery. and their parts. 

• . . yes. ' ^ 

. . . more positive; he feels better prepared for shop classes to come. 

. . . yes. * 

Did he like the indiv^idualized job shoe'^s? Why? - 

. . . liked Hhe individual job sheets very much. 

• . . yes; it g^ve him a chance to get a work permit, which^ka^is using. 

. . . yes, because he thotigjit they'd help him fill out applications to find 
a job. 

. . . yes, but he thou^t there were too many. 

. . . yes; he felt they covered what was important for the students to know. 
. . . yes; they taught you just what you needed to know. 

Any other comments or pertinent information. 

. . . continue the pro-am; write another semester of it; expand it into 

other subjects 
. . . have more field' trips 

. . . only English class he has ever liked; one of his two best high school 
classes 

. . . excellent claos; class should be continued because it does involve 

understandings necessary to effectively compete in the field. 
... he liked the class very much; it waa a useful class. 
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EVALUATION 
OUT-Op-DIiaTRIGT TEAM 
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May 10,-1972 

Evaluation Report 



for . 

DEVELOPMENT OF COMMUNICATION SKILLS 

PROGRAM FOR VOCATIONAL STUDENTS 

West Linn High School i^est Linn Oregon 97068 " 
Dr. Alvin K. Pfahl, Director 

. Evaluation Conanittee: 

Warren Rathbun, Area HI Portland Public Schools, 1221 S.'E, Madison Street,' 
Portland, OR 97214. ^ 

Lee Maxwell, Gardirier Jr. High, 180 Ethel ^street, Oregon City, OR 97045. 
Harry R. Burnham, Whitaker Middle ;>chool, 5135* N. £• Colximbia Blvd., Port- 
land, OR 97218. 

The 'committee reviewed^the project with Dr. Pfahl, Project Director, Mrs. 
ochuberg, English teacher, who >did the teaching of the classes involved in the 
project. The committee was impressed by the enthusiasm Mrs. Schuberg displayed 
for the project and \he feelipfg that ^he had that the students were responding to 
this type of instruction with much more interest and enthusiasm than they had in 
the conventional English classes she had taught. 

The original project for the school year 197lll'7|? saw the development of a 
fairly large number of job sheets for the English classes. These were written 
by the English teachers and the Industrial teachers in the areas of Metals, Me- 
chanics, Drafting and Electricity-Electronics. This project was funded by Dis- 
trict funds. 
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The exemplary project 1971-72 was for tue purpose of reviewing the original 
job sheets and adding many more. It was also anticipated that job sheets devel- 
oped by Northwest Regional Educational Laboratory be adapted to use at West Linn^ 
This latter part was .found to be not practical and that part of the. project. was 
discarded. i>onte of the original job sheets were revised and many more were writ-t* 
ten so there is now a total of 287 useable job sheets available. These are by 
aiteas as follows: aetals 89, Mechanics 94, Drafting 88, and Electricity-Electron- 
ics? 116. This total was somewhat short of the planned total of two hundred for 
each area^ but should be adequate for a semester's course. 

Th4 revision of the original jobs sheets was partly as a result of review of ^ 
them by an Industry Advisory Committee for each occupation during the Spring of 
1971. Also the revisions were*a result of experience in use of the originals.^ 
The Evaluation Committee did not see all the job sheets but did see a sampling 
for each occupational area. 

A review of the specific objectives of the project are as follows:- 

Objettive #1: Have all existing job sheets reviewed by the respective industry 
advisory committee to accertain their occupational relevance. 

The original job 8heeti> were reviewed by the Advisory Committees during the 
Spring of 1971 and the rewriting was a partial result of this. The Advisory Com- 
mittees involvement was also good public relations as it resulted in the committee 
members becoming more interested in the problems of the school and voluntarily 
supplying materials that were of use to the school. ... »- 

The new job sheets have not been reviewed by the Advisory Committee, but 'it ii^J 
anticipated that they will do so this fall* It is the feeling of the Evaluation ^•'^ 
^Committee that this should be pursued as the expertise of the industry representa-^^j 
tiv«8 shoiild bm very useful and the public relations resulting can also be valuable. 



Objective *2: Ke-edit the existing job sheets, revising and extending tndus-^ 
atrial content. 

The existing job slieets were re-edited and revised and extended as a reault 

■V • * 

of the Advisory Committee 'ra report and alsoM a>xe*\ilt of the experience with 
using the job sheets. 

Objective #3; Bibliographical materials of content will be updated and cor- 
rected. * . 

Bibliographical materials .have been updated partly as a result of the 
Advisory Committee's suggestions. It seems* apparent that a complete listing of 
materials need to be made, especially as this would be useful for anyone else 
wanting to develop a similar program. 
Objective #4: New Job Sheets will be added. ' 

Mew job sheets have been developed. No breakdown was given the Cbmmlttee as 
to kow many of the job sheets now In existance are new and how many were pre- 
viously developed. 

Objective #5: Improve differenciation of category 4 (terminology, symbols, etc.) 
and category 5 (job hxinting skills.) 

The Committee never really came to an understanding of what was Intended 
here. Mrs. Schuberg stated that the students were not as Interested In the job 
hunting part of the English course as they were In the other parts of it. There 
apparently was a lot of student Interest In the other categories. 

A set of the job sheets will be appended to this report by the project di- 
rector. 

Recommendations of the Evaluation Committee 

1. The Evaluation committee feels that this project fulfills a real need. It 
helps to make English a much more relevant subject to the vocational student 
for which It Is designed. As a result of this the Committee feels that this 
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program should be continued and expanded* 

This is a program that is transportable to other schools or should b^ with 

mddifications to fit local needs. There are a nxmiber of scliools in Tortland 

so 

Area itl that are interested in this area /tomnunication botween these schools 
should be of advantage to both* 

It was the feeling of the committee that a program similir to this should be 
established relating Mathematics with the i>hop programs. If West Linn is 
not interested or abie to do this some other school should study what they 
|iave done here in the communication skills and institute a similar program 
in Mathematics. Possibly a similar program could also involve Science and 
the Shop program. 

It was also the feeling ^of the ComEiittee that many of the elements of this 
pi?ogram could be integrated into a regular English class to make it more 
relevant to todays needs. 



oigned 
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